
From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  06/01/2018 09:40:16 AM

To:  monaglej@skitsap.wednet.edu

Subject:  MEMBER REQUEST
 

Good Morning and Happy Friday!

A couple of WSPA member requests here for your review.

 

Cynthia Luna McVeigh from San Juan Island School District is asking how do you classify your District Assessment Coordinator
and what is there salary schedule?

 

Please send your responses directly to: CynthiaMcVeigh@sjisd.wednet.edu

Also, cc your responses to: cleonard@wpsa.net

 

Thanks, 

 

Curtis 
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  06/01/2018 09:42:04 AM

To:  finnie@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning and Happy Friday!

A couple of WSPA member requests here for your review.

 

Cynthia Luna McVeigh from San Juan Island School District is asking how do you classify your District Assessment Coordinator
and what is there salary schedule?

 

Please send your responses directly to: CynthiaMcVeigh@sjisd.wednet.edu

Also, cc your responses to: cleonard@wpsa.net

 

Thanks, 

 

Curtis 
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  06/01/2018 09:40:41 AM

To:  holsten@skitsap.wednet.edu

Subject:  MEMBER REQUEST
 

Good Morning and Happy Friday!

A couple of WSPA member requests here for your review.

 

Cynthia Luna McVeigh from San Juan Island School District is asking how do you classify your District Assessment Coordinator
and what is there salary schedule?

 

Please send your responses directly to: CynthiaMcVeigh@sjisd.wednet.edu

Also, cc your responses to: cleonard@wpsa.net

 

Thanks, 

 

Curtis 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  06/06/2018 06:02:02 AM

To:  finnie@skschools.org

Subject:  Registration now open: HELP Summer Session, Classified and Certificated Boot Camps, and Whole Educator Special Presentation
 

Dear WSPA Members,

Registration is now open for the following Human Resources in Education Leadership Program (HELP) events:

HR Legal Boot Camp - CLASSIFIED

WSPA and HELP are pleased to announce a new program designed to meet the needs of our members. We are excited to
announce our HR Legal Boot Camp - CLASSIFIED workshop.

This two-day workshop provides training and support specific to the needs of classified staff moving into management and
supervisory positions. Topics include understanding of human resources soft skills, hiring responsibilities, and understanding of
professional training, discipline and evaluation, bargaining agreements, and employee rights. Please see the attached schedule for
details.

HR Legal Boot Camp - Classified
July 9-10, 2018
Puget Sound Educational Service District
$395 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. t also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

HR Legal Boot Camp - CERTIFICATED

This is a three-day program offering training the ABC's of Human Resources and Personnel Operations Guide (POG) review, HR
101 - overview of school HR administration leadership responsibilities, legal writing, and employee misconduct investigative writing

HR Legal Boot Camp - Certificated
July 9-11, 2018
Puget Sound Educational Service District
$495 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. It also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

Special Presentation with guest presenters Dr. Lisa Nolan and Dr. Forrest Griek - Whole Educator Support and
Creating a Balanced Workplace

In the path of a national teacher shortage and a polarized society we are needing a stronger work force more than ever before. As
a result, Tacoma Public Schools launched the Whole Educator Initiative 
Come and learn more about the Whole Educator and how we are ensuring the safety, health and engagement of every employee. 

Whole Educator Support Presentation
July 9, 2018
8:00 a.m.- 11:45 am.
Doubletree by Hilton at Southcenter
Registration: $50  Registration also includes breakfast.
Registration is open to ALL WSPA members - you do not need to be a HELP or Boot Camp participant to register and
attend this presentation.
Please click here for registration and information

HELP Program

The Human Resources in Education Leadership Program (HELP), is a three-year program designed to meet a growing need for
training of individuals engaged in Human Resource Management (HRM) in public education.  The program includes a one-week
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summer session, a one-day session in the fall, and a one-day session in the spring.

July 9-13, 2018
Puget Sound Educational Service District
Registration: $910 Registration includes course materials, access to Blackboard through City University, option to earn eight
City University CEU's, breakfast Monday- Friday, lunch Monday-Thursday, dinner Thursday, and refreshments.  It also
includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek
The registration fee is for the full year of HELP - one-week summer session, a one-day session in the fall, and a one-day
session in the spring.
Please click here for registration and information

 

Thank you,

Jane Rausch
HELP Coordinator

Jennifer Tottenham
Washington School Personnel Association
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  06/06/2018 06:01:40 AM

To:  holsten@skitsap.wednet.edu

Subject:  Registration now open: HELP Summer Session, Classified and Certificated Boot Camps, and Whole Educator Special Presentation
 

Dear WSPA Members,

Registration is now open for the following Human Resources in Education Leadership Program (HELP) events:

HR Legal Boot Camp - CLASSIFIED

WSPA and HELP are pleased to announce a new program designed to meet the needs of our members. We are excited to
announce our HR Legal Boot Camp - CLASSIFIED workshop.

This two-day workshop provides training and support specific to the needs of classified staff moving into management and
supervisory positions. Topics include understanding of human resources soft skills, hiring responsibilities, and understanding of
professional training, discipline and evaluation, bargaining agreements, and employee rights. Please see the attached schedule for
details.

HR Legal Boot Camp - Classified
July 9-10, 2018
Puget Sound Educational Service District
$395 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. t also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

HR Legal Boot Camp - CERTIFICATED

This is a three-day program offering training the ABC's of Human Resources and Personnel Operations Guide (POG) review, HR
101 - overview of school HR administration leadership responsibilities, legal writing, and employee misconduct investigative writing

HR Legal Boot Camp - Certificated
July 9-11, 2018
Puget Sound Educational Service District
$495 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. It also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

Special Presentation with guest presenters Dr. Lisa Nolan and Dr. Forrest Griek - Whole Educator Support and
Creating a Balanced Workplace

In the path of a national teacher shortage and a polarized society we are needing a stronger work force more than ever before. As
a result, Tacoma Public Schools launched the Whole Educator Initiative 
Come and learn more about the Whole Educator and how we are ensuring the safety, health and engagement of every employee. 

Whole Educator Support Presentation
July 9, 2018
8:00 a.m.- 11:45 am.
Doubletree by Hilton at Southcenter
Registration: $50  Registration also includes breakfast.
Registration is open to ALL WSPA members - you do not need to be a HELP or Boot Camp participant to register and
attend this presentation.
Please click here for registration and information

HELP Program

The Human Resources in Education Leadership Program (HELP), is a three-year program designed to meet a growing need for
training of individuals engaged in Human Resource Management (HRM) in public education.  The program includes a one-week
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summer session, a one-day session in the fall, and a one-day session in the spring.

July 9-13, 2018
Puget Sound Educational Service District
Registration: $910 Registration includes course materials, access to Blackboard through City University, option to earn eight
City University CEU's, breakfast Monday- Friday, lunch Monday-Thursday, dinner Thursday, and refreshments.  It also
includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek
The registration fee is for the full year of HELP - one-week summer session, a one-day session in the fall, and a one-day
session in the spring.
Please click here for registration and information

 

Thank you,

Jane Rausch
HELP Coordinator

Jennifer Tottenham
Washington School Personnel Association

This email was sent to holsten@skitsap.wednet.edu by admin@wspa.net
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  06/06/2018 06:01:35 AM

To:  monaglej@skitsap.wednet.edu

Subject:  Registration now open: HELP Summer Session, Classified and Certificated Boot Camps, and Whole Educator Special Presentation
 

Dear WSPA Members,

Registration is now open for the following Human Resources in Education Leadership Program (HELP) events:

HR Legal Boot Camp - CLASSIFIED

WSPA and HELP are pleased to announce a new program designed to meet the needs of our members. We are excited to
announce our HR Legal Boot Camp - CLASSIFIED workshop.

This two-day workshop provides training and support specific to the needs of classified staff moving into management and
supervisory positions. Topics include understanding of human resources soft skills, hiring responsibilities, and understanding of
professional training, discipline and evaluation, bargaining agreements, and employee rights. Please see the attached schedule for
details.

HR Legal Boot Camp - Classified
July 9-10, 2018
Puget Sound Educational Service District
$395 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. t also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

HR Legal Boot Camp - CERTIFICATED

This is a three-day program offering training the ABC's of Human Resources and Personnel Operations Guide (POG) review, HR
101 - overview of school HR administration leadership responsibilities, legal writing, and employee misconduct investigative writing

HR Legal Boot Camp - Certificated
July 9-11, 2018
Puget Sound Educational Service District
$495 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. It also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

Special Presentation with guest presenters Dr. Lisa Nolan and Dr. Forrest Griek - Whole Educator Support and
Creating a Balanced Workplace

In the path of a national teacher shortage and a polarized society we are needing a stronger work force more than ever before. As
a result, Tacoma Public Schools launched the Whole Educator Initiative 
Come and learn more about the Whole Educator and how we are ensuring the safety, health and engagement of every employee. 

Whole Educator Support Presentation
July 9, 2018
8:00 a.m.- 11:45 am.
Doubletree by Hilton at Southcenter
Registration: $50  Registration also includes breakfast.
Registration is open to ALL WSPA members - you do not need to be a HELP or Boot Camp participant to register and
attend this presentation.
Please click here for registration and information

HELP Program

The Human Resources in Education Leadership Program (HELP), is a three-year program designed to meet a growing need for
training of individuals engaged in Human Resource Management (HRM) in public education.  The program includes a one-week
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summer session, a one-day session in the fall, and a one-day session in the spring.

July 9-13, 2018
Puget Sound Educational Service District
Registration: $910 Registration includes course materials, access to Blackboard through City University, option to earn eight
City University CEU's, breakfast Monday- Friday, lunch Monday-Thursday, dinner Thursday, and refreshments.  It also
includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek
The registration fee is for the full year of HELP - one-week summer session, a one-day session in the fall, and a one-day
session in the spring.
Please click here for registration and information

 

Thank you,

Jane Rausch
HELP Coordinator

Jennifer Tottenham
Washington School Personnel Association

This email was sent to monaglej@skitsap.wednet.edu by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JBwQxhRoMJrtp9iIljMch2adBbpdbu9RIubf3xXdpghR-2BwqVNBjUvCWWRxwaot2ooc-3D_V-2B16v-2BSh-2FZV8VasV5DOujIMOMq01m3eCCQLLfkBf-2FZT3GebNyL9ecs-2B9LGzPl-2Bw905BTS0qnbm6YXhzO8rCpPrghup57JoURYVpMglTVyRz6AQ1MVA6rqs4jKJgbBkjS0MaQ1isZBPAM-2Bu6G8BQDhnf6ED1Xe4YQwP6yxStY3DTgHDUqFKQv6FYhp5PCOku4qIUrTZu-2B4QfhyDPEUGtW0KeKh9LyBpC1tuGed-2FgA2ktePs60pKAlGWGhnLLpIahp6BoZU0oLvOcBJtppUsPeQQXgtv4Jot7cxnP9HLEa3c88xTvAZAzsC1h19yQu65-2BPN2s-2BklpQp-2B7SpJM8OXvICQ-3D-3D
mailto:monaglej@skitsap.wednet.edu
mailto:admin@wspa.net
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxoi8SI8vaU-2BH4j9QXKPZSjIwYKu3eACMK6S521MDuf4gDJvKZ3QPLaHUtT5U56keHfnfi9INKeSQGgIYr0GtKpw-3D-3D_V-2B16v-2BSh-2FZV8VasV5DOujIMOMq01m3eCCQLLfkBf-2FZT3GebNyL9ecs-2B9LGzPl-2Bw905BTS0qnbm6YXhzO8rCpPrghup57JoURYVpMglTVyRz6AQ1MVA6rqs4jKJgbBkjS0MaQ1isZBPAM-2Bu6G8BQDhnf6ED1Xe4YQwP6yxStY3DTgHDUqFKQv6FYhp5PCOku4gEmXwFg2qoSlYdfWwDiJgfiu4be-2B34Z4tFjSPlgsxnjDIUzS5wQuE6EM-2FU329gZphN8oXrjXmWRvupPQcNK9vGF8f-2FYcfNxDuyPNiZCD6cM-2Bdde5XMonsIl0jsw5aJEWpDKShXSHRzJS0mD3k3g1tQ-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_V-2B16v-2BSh-2FZV8VasV5DOujIMOMq01m3eCCQLLfkBf-2FZT3GebNyL9ecs-2B9LGzPl-2Bw905BTS0qnbm6YXhzO8rCpPrghup57JoURYVpMglTVyRz6AQ1MVA6rqs4jKJgbBkjS0MaQ1isZBPAM-2Bu6G8BQDhnf6ED1Xe4YQwP6yxStY3DTgHDUqFKQv6FYhp5PCOku4h-2FURsqpqv-2B-2Bf-2FwPzZEpgdu33yxpevB1PnlvEtdpjVbtpTroNL1bQNeNMCnZqAMEPXIXd00zxeGJ1PUHnYIh7ZUeqO7XI8Ps-2BAnmhiLyIwUvATTEVTV-2BJQnmg-2Bzj-2Bav-2BN5Tw9BKzsvJ77EgtPQnWY-2Fw-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_V-2B16v-2BSh-2FZV8VasV5DOujIMOMq01m3eCCQLLfkBf-2FZT3GebNyL9ecs-2B9LGzPl-2Bw905BTS0qnbm6YXhzO8rCpPrghup57JoURYVpMglTVyRz6AQ1MVA6rqs4jKJgbBkjS0MaQ1isZBPAM-2Bu6G8BQDhnf6ED1Xe4YQwP6yxStY3DTgHDUqFKQv6FYhp5PCOku4id4-2FBC6AsilmCkaixPgHf8QwmRI-2FYLAz-2BCrsnDUW6fGvUk4JrhxSm72wCdgRCg7kaekXJe4j46jn-2BWtyMsd5jGSGqEo9gUIu8Oi-2Bwt5W2MJas7o90EsvMSMDDWOq-2FmnI-2FAGacWaBYiBQamLNTHbC-2FQ-3D-3D


From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  06/06/2018 05:02:06 AM

To:  finnie@skschools.org

Subject:  Reminder - registration now open: HELP Summer Session, Classified and Certificated Boot Camps, and Whole Educator Special Presentation
 

Dear WSPA Members,

Registration is now open for the following Human Resources in Education Leadership Program (HELP) events:

HR Legal Boot Camp - CLASSIFIED

WSPA and HELP are pleased to announce a new program designed to meet the needs of our members. We are excited to
announce our HR Legal Boot Camp - CLASSIFIED workshop.

This two-day workshop provides training and support specific to the needs of classified staff moving into management and
supervisory positions. Topics include understanding of human resources soft skills, hiring responsibilities, and understanding of
professional training, discipline and evaluation, bargaining agreements, and employee rights. Please see the attached schedule for
details.

HR Legal Boot Camp - Classified
July 9-10, 2018
Puget Sound Educational Service District
$395 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. t also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

HR Legal Boot Camp - CERTIFICATED

This is a three-day program offering training the ABC's of Human Resources and Personnel Operations Guide (POG) review, HR
101 - overview of school HR administration leadership responsibilities, legal writing, and employee misconduct investigative writing

HR Legal Boot Camp - Certificated
July 9-11, 2018
Puget Sound Educational Service District
$495 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. It also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

Special Presentation with guest presenters Dr. Lisa Nolan and Dr. Forrest Griek - Whole Educator Support and
Creating a Balanced Workplace

In the path of a national teacher shortage and a polarized society we are needing a stronger work force more than ever before. As
a result, Tacoma Public Schools launched the Whole Educator Initiative 
Come and learn more about the Whole Educator and how we are ensuring the safety, health and engagement of every employee. 

Whole Educator Support Presentation
July 9, 2018
8:00 a.m.- 11:45 am.
Doubletree by Hilton at Southcenter
Registration: $50  Registration also includes breakfast.
Registration is open to ALL WSPA members - you do not need to be a HELP or Boot Camp participant to register and
attend this presentation.
Please click here for registration and information

HELP Program

The Human Resources in Education Leadership Program (HELP), is a three-year program designed to meet a growing need for
training of individuals engaged in Human Resource Management (HRM) in public education.  The program includes a one-week
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summer session, a one-day session in the fall, and a one-day session in the spring.

July 9-13, 2018
Puget Sound Educational Service District
Registration: $910 Registration includes course materials, access to Blackboard through City University, option to earn eight
City University CEU's, breakfast Monday- Friday, lunch Monday-Thursday, dinner Thursday, and refreshments.  It also
includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek
The registration fee is for the full year of HELP - one-week summer session, a one-day session in the fall, and a one-day
session in the spring.
Please click here for registration and information

 

Thank you,

Jane Rausch
HELP Coordinator

Jennifer Tottenham
Washington School Personnel Association

This email was sent to finnie@skschools.org by admin@wspa.net
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  06/06/2018 05:01:45 AM

To:  holsten@skitsap.wednet.edu

Subject:  Reminder - registration now open: HELP Summer Session, Classified and Certificated Boot Camps, and Whole Educator Special Presentation
 

Dear WSPA Members,

Registration is now open for the following Human Resources in Education Leadership Program (HELP) events:

HR Legal Boot Camp - CLASSIFIED

WSPA and HELP are pleased to announce a new program designed to meet the needs of our members. We are excited to
announce our HR Legal Boot Camp - CLASSIFIED workshop.

This two-day workshop provides training and support specific to the needs of classified staff moving into management and
supervisory positions. Topics include understanding of human resources soft skills, hiring responsibilities, and understanding of
professional training, discipline and evaluation, bargaining agreements, and employee rights. Please see the attached schedule for
details.

HR Legal Boot Camp - Classified
July 9-10, 2018
Puget Sound Educational Service District
$395 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. t also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

HR Legal Boot Camp - CERTIFICATED

This is a three-day program offering training the ABC's of Human Resources and Personnel Operations Guide (POG) review, HR
101 - overview of school HR administration leadership responsibilities, legal writing, and employee misconduct investigative writing

HR Legal Boot Camp - Certificated
July 9-11, 2018
Puget Sound Educational Service District
$495 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. It also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

Special Presentation with guest presenters Dr. Lisa Nolan and Dr. Forrest Griek - Whole Educator Support and
Creating a Balanced Workplace

In the path of a national teacher shortage and a polarized society we are needing a stronger work force more than ever before. As
a result, Tacoma Public Schools launched the Whole Educator Initiative 
Come and learn more about the Whole Educator and how we are ensuring the safety, health and engagement of every employee. 

Whole Educator Support Presentation
July 9, 2018
8:00 a.m.- 11:45 am.
Doubletree by Hilton at Southcenter
Registration: $50  Registration also includes breakfast.
Registration is open to ALL WSPA members - you do not need to be a HELP or Boot Camp participant to register and
attend this presentation.
Please click here for registration and information

HELP Program

The Human Resources in Education Leadership Program (HELP), is a three-year program designed to meet a growing need for
training of individuals engaged in Human Resource Management (HRM) in public education.  The program includes a one-week
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summer session, a one-day session in the fall, and a one-day session in the spring.

July 9-13, 2018
Puget Sound Educational Service District
Registration: $910 Registration includes course materials, access to Blackboard through City University, option to earn eight
City University CEU's, breakfast Monday- Friday, lunch Monday-Thursday, dinner Thursday, and refreshments.  It also
includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek
The registration fee is for the full year of HELP - one-week summer session, a one-day session in the fall, and a one-day
session in the spring.
Please click here for registration and information

 

Thank you,

Jane Rausch
HELP Coordinator

Jennifer Tottenham
Washington School Personnel Association

This email was sent to holsten@skitsap.wednet.edu by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  06/06/2018 05:01:39 AM

To:  monaglej@skitsap.wednet.edu

Subject:  Reminder - registration now open: HELP Summer Session, Classified and Certificated Boot Camps, and Whole Educator Special Presentation
 

Dear WSPA Members,

Registration is now open for the following Human Resources in Education Leadership Program (HELP) events:

HR Legal Boot Camp - CLASSIFIED

WSPA and HELP are pleased to announce a new program designed to meet the needs of our members. We are excited to
announce our HR Legal Boot Camp - CLASSIFIED workshop.

This two-day workshop provides training and support specific to the needs of classified staff moving into management and
supervisory positions. Topics include understanding of human resources soft skills, hiring responsibilities, and understanding of
professional training, discipline and evaluation, bargaining agreements, and employee rights. Please see the attached schedule for
details.

HR Legal Boot Camp - Classified
July 9-10, 2018
Puget Sound Educational Service District
$395 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. t also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

HR Legal Boot Camp - CERTIFICATED

This is a three-day program offering training the ABC's of Human Resources and Personnel Operations Guide (POG) review, HR
101 - overview of school HR administration leadership responsibilities, legal writing, and employee misconduct investigative writing

HR Legal Boot Camp - Certificated
July 9-11, 2018
Puget Sound Educational Service District
$495 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. It also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

Special Presentation with guest presenters Dr. Lisa Nolan and Dr. Forrest Griek - Whole Educator Support and
Creating a Balanced Workplace

In the path of a national teacher shortage and a polarized society we are needing a stronger work force more than ever before. As
a result, Tacoma Public Schools launched the Whole Educator Initiative 
Come and learn more about the Whole Educator and how we are ensuring the safety, health and engagement of every employee. 

Whole Educator Support Presentation
July 9, 2018
8:00 a.m.- 11:45 am.
Doubletree by Hilton at Southcenter
Registration: $50  Registration also includes breakfast.
Registration is open to ALL WSPA members - you do not need to be a HELP or Boot Camp participant to register and
attend this presentation.
Please click here for registration and information

HELP Program

The Human Resources in Education Leadership Program (HELP), is a three-year program designed to meet a growing need for
training of individuals engaged in Human Resource Management (HRM) in public education.  The program includes a one-week
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summer session, a one-day session in the fall, and a one-day session in the spring.

July 9-13, 2018
Puget Sound Educational Service District
Registration: $910 Registration includes course materials, access to Blackboard through City University, option to earn eight
City University CEU's, breakfast Monday- Friday, lunch Monday-Thursday, dinner Thursday, and refreshments.  It also
includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek
The registration fee is for the full year of HELP - one-week summer session, a one-day session in the fall, and a one-day
session in the spring.
Please click here for registration and information

 

Thank you,

Jane Rausch
HELP Coordinator

Jennifer Tottenham
Washington School Personnel Association
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  06/13/2018 06:02:41 AM

To:  monaglej@skitsap.wednet.edu

Subject:  Registration now open: HELP Summer Session, Classified and Certificated Boot Camps, and Whole Educator Special Presentation
 

Dear WSPA Members,

Registration is now open for the following Human Resources in Education Leadership Program (HELP) events:

HR Legal Boot Camp - CLASSIFIED

WSPA and HELP are pleased to announce a new program designed to meet the needs of our members. We are excited to
announce our HR Legal Boot Camp - CLASSIFIED workshop.

This two-day workshop provides training and support specific to the needs of classified staff moving into management and
supervisory positions. Topics include understanding of human resources soft skills, hiring responsibilities, and understanding of
professional training, discipline and evaluation, bargaining agreements, and employee rights. Please see the attached schedule for
details.

HR Legal Boot Camp - Classified
July 9-10, 2018
Puget Sound Educational Service District
$395 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. t also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

HR Legal Boot Camp - CERTIFICATED

This is a three-day program offering training the ABC's of Human Resources and Personnel Operations Guide (POG) review, HR
101 - overview of school HR administration leadership responsibilities, legal writing, and employee misconduct investigative writing

HR Legal Boot Camp - Certificated
July 9-11, 2018
Puget Sound Educational Service District
$495 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. It also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

Special Presentation with guest presenters Dr. Lisa Nolan and Dr. Forrest Griek - Whole Educator Support and
Creating a Balanced Workplace

In the path of a national teacher shortage and a polarized society we are needing a stronger work force more than ever before. As
a result, Tacoma Public Schools launched the Whole Educator Initiative 
Come and learn more about the Whole Educator and how we are ensuring the safety, health and engagement of every employee. 

Whole Educator Support Presentation
July 9, 2018
8:00 a.m.- 11:45 am.
Doubletree by Hilton at Southcenter
Registration: $50  Registration also includes breakfast.
Registration is open to ALL WSPA members - you do not need to be a HELP or Boot Camp participant to register and
attend this presentation.
Please click here for registration and information

HELP Program

The Human Resources in Education Leadership Program (HELP), is a three-year program designed to meet a growing need for
training of individuals engaged in Human Resource Management (HRM) in public education.  The program includes a one-week
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summer session, a one-day session in the fall, and a one-day session in the spring.

July 9-13, 2018
Puget Sound Educational Service District
Registration: $910 Registration includes course materials, access to Blackboard through City University, option to earn eight
City University CEU's, breakfast Monday- Friday, lunch Monday-Thursday, dinner Thursday, and refreshments.  It also
includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek
The registration fee is for the full year of HELP - one-week summer session, a one-day session in the fall, and a one-day
session in the spring.
Please click here for registration and information

 

Thank you,

Jane Rausch
HELP Coordinator

Jennifer Tottenham
Washington School Personnel Association

This email was sent to monaglej@skitsap.wednet.edu by admin@wspa.net
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  06/13/2018 06:03:58 AM

To:  finnie@skschools.org

Subject:  Registration now open: HELP Summer Session, Classified and Certificated Boot Camps, and Whole Educator Special Presentation
 

Dear WSPA Members,

Registration is now open for the following Human Resources in Education Leadership Program (HELP) events:

HR Legal Boot Camp - CLASSIFIED

WSPA and HELP are pleased to announce a new program designed to meet the needs of our members. We are excited to
announce our HR Legal Boot Camp - CLASSIFIED workshop.

This two-day workshop provides training and support specific to the needs of classified staff moving into management and
supervisory positions. Topics include understanding of human resources soft skills, hiring responsibilities, and understanding of
professional training, discipline and evaluation, bargaining agreements, and employee rights. Please see the attached schedule for
details.

HR Legal Boot Camp - Classified
July 9-10, 2018
Puget Sound Educational Service District
$395 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. t also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

HR Legal Boot Camp - CERTIFICATED

This is a three-day program offering training the ABC's of Human Resources and Personnel Operations Guide (POG) review, HR
101 - overview of school HR administration leadership responsibilities, legal writing, and employee misconduct investigative writing

HR Legal Boot Camp - Certificated
July 9-11, 2018
Puget Sound Educational Service District
$495 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. It also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

Special Presentation with guest presenters Dr. Lisa Nolan and Dr. Forrest Griek - Whole Educator Support and
Creating a Balanced Workplace

In the path of a national teacher shortage and a polarized society we are needing a stronger work force more than ever before. As
a result, Tacoma Public Schools launched the Whole Educator Initiative 
Come and learn more about the Whole Educator and how we are ensuring the safety, health and engagement of every employee. 

Whole Educator Support Presentation
July 9, 2018
8:00 a.m.- 11:45 am.
Doubletree by Hilton at Southcenter
Registration: $50  Registration also includes breakfast.
Registration is open to ALL WSPA members - you do not need to be a HELP or Boot Camp participant to register and
attend this presentation.
Please click here for registration and information

HELP Program

The Human Resources in Education Leadership Program (HELP), is a three-year program designed to meet a growing need for
training of individuals engaged in Human Resource Management (HRM) in public education.  The program includes a one-week
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summer session, a one-day session in the fall, and a one-day session in the spring.

July 9-13, 2018
Puget Sound Educational Service District
Registration: $910 Registration includes course materials, access to Blackboard through City University, option to earn eight
City University CEU's, breakfast Monday- Friday, lunch Monday-Thursday, dinner Thursday, and refreshments.  It also
includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek
The registration fee is for the full year of HELP - one-week summer session, a one-day session in the fall, and a one-day
session in the spring.
Please click here for registration and information

 

Thank you,

Jane Rausch
HELP Coordinator

Jennifer Tottenham
Washington School Personnel Association
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  06/13/2018 06:02:59 AM

To:  holsten@skitsap.wednet.edu

Subject:  Registration now open: HELP Summer Session, Classified and Certificated Boot Camps, and Whole Educator Special Presentation
 

Dear WSPA Members,

Registration is now open for the following Human Resources in Education Leadership Program (HELP) events:

HR Legal Boot Camp - CLASSIFIED

WSPA and HELP are pleased to announce a new program designed to meet the needs of our members. We are excited to
announce our HR Legal Boot Camp - CLASSIFIED workshop.

This two-day workshop provides training and support specific to the needs of classified staff moving into management and
supervisory positions. Topics include understanding of human resources soft skills, hiring responsibilities, and understanding of
professional training, discipline and evaluation, bargaining agreements, and employee rights. Please see the attached schedule for
details.

HR Legal Boot Camp - Classified
July 9-10, 2018
Puget Sound Educational Service District
$395 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. t also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

HR Legal Boot Camp - CERTIFICATED

This is a three-day program offering training the ABC's of Human Resources and Personnel Operations Guide (POG) review, HR
101 - overview of school HR administration leadership responsibilities, legal writing, and employee misconduct investigative writing

HR Legal Boot Camp - Certificated
July 9-11, 2018
Puget Sound Educational Service District
$495 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. It also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

Special Presentation with guest presenters Dr. Lisa Nolan and Dr. Forrest Griek - Whole Educator Support and
Creating a Balanced Workplace

In the path of a national teacher shortage and a polarized society we are needing a stronger work force more than ever before. As
a result, Tacoma Public Schools launched the Whole Educator Initiative 
Come and learn more about the Whole Educator and how we are ensuring the safety, health and engagement of every employee. 

Whole Educator Support Presentation
July 9, 2018
8:00 a.m.- 11:45 am.
Doubletree by Hilton at Southcenter
Registration: $50  Registration also includes breakfast.
Registration is open to ALL WSPA members - you do not need to be a HELP or Boot Camp participant to register and
attend this presentation.
Please click here for registration and information

HELP Program

The Human Resources in Education Leadership Program (HELP), is a three-year program designed to meet a growing need for
training of individuals engaged in Human Resource Management (HRM) in public education.  The program includes a one-week
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summer session, a one-day session in the fall, and a one-day session in the spring.

July 9-13, 2018
Puget Sound Educational Service District
Registration: $910 Registration includes course materials, access to Blackboard through City University, option to earn eight
City University CEU's, breakfast Monday- Friday, lunch Monday-Thursday, dinner Thursday, and refreshments.  It also
includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek
The registration fee is for the full year of HELP - one-week summer session, a one-day session in the fall, and a one-day
session in the spring.
Please click here for registration and information

 

Thank you,

Jane Rausch
HELP Coordinator

Jennifer Tottenham
Washington School Personnel Association
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From:  Region 5 <waspa@memberclicks-mail.net>

Sent time:  06/14/2018 10:30:09 AM

To:  monaglej@skitsap.wednet.edu

Subject:  Finishing Up Strong!
 

Good morning, Region 5!

It was great seeing folks on June 1st for our last meeting of the 2017-18 school year. 

The WSPA Board Retreat was full of great conversation, plans and innovative changes coming to our
association in the coming months. Chelle and I look forward to sharing the direction WSPA is heading when
we meet next.

Our first meeting of the 2018-19 school year is scheduled for Friday, October 12. SAVE THE DATE! 

On behalf of Chelle and myself, we hope you all are able to take some time to relax and enjoy your summer.

Take good care!

Denise 

This email was sent to monaglej@skitsap.wednet.edu by denise.kennedy@bremertonschools.org
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From:  Region 5 <waspa@memberclicks-mail.net>

Sent time:  06/14/2018 10:30:11 AM

To:  holsten@skitsap.wednet.edu

Subject:  Finishing Up Strong!
 

Good morning, Region 5!

It was great seeing folks on June 1st for our last meeting of the 2017-18 school year. 

The WSPA Board Retreat was full of great conversation, plans and innovative changes coming to our
association in the coming months. Chelle and I look forward to sharing the direction WSPA is heading when
we meet next.

Our first meeting of the 2018-19 school year is scheduled for Friday, October 12. SAVE THE DATE! 

On behalf of Chelle and myself, we hope you all are able to take some time to relax and enjoy your summer.

Take good care!

Denise 
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From:  Region 5 <waspa@memberclicks-mail.net>

Sent time:  06/14/2018 10:30:18 AM

To:  finnie@skschools.org

Subject:  Finishing Up Strong!
 

Good morning, Region 5!

It was great seeing folks on June 1st for our last meeting of the 2017-18 school year. 

The WSPA Board Retreat was full of great conversation, plans and innovative changes coming to our
association in the coming months. Chelle and I look forward to sharing the direction WSPA is heading when
we meet next.

Our first meeting of the 2018-19 school year is scheduled for Friday, October 12. SAVE THE DATE! 

On behalf of Chelle and myself, we hope you all are able to take some time to relax and enjoy your summer.

Take good care!

Denise 
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  06/15/2018 09:19:52 AM

To:  holsten@skitsap.wednet.edu

Subject:  MEMBER REQUEST
 

Good Morning WSPA members! I have a couple WSPA member requests for you. I hope you have a great weekend. 

 

Tami Morse from Snohomish School District is looking for salary information for your assistant superintendent/deputy
superintendent. 

 

Please send your responses directly to: tami.morse@sno.wednet.edu

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

Curtis 
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  06/15/2018 09:19:36 AM

To:  monaglej@skitsap.wednet.edu

Subject:  MEMBER REQUEST
 

Good Morning WSPA members! I have a couple WSPA member requests for you. I hope you have a great weekend. 

 

Tami Morse from Snohomish School District is looking for salary information for your assistant superintendent/deputy
superintendent. 

 

Please send your responses directly to: tami.morse@sno.wednet.edu

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

Curtis 
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  06/15/2018 09:20:49 AM

To:  finnie@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning WSPA members! I have a couple WSPA member requests for you. I hope you have a great weekend. 

 

Tami Morse from Snohomish School District is looking for salary information for your assistant superintendent/deputy
superintendent. 

 

Please send your responses directly to: tami.morse@sno.wednet.edu

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

Curtis 
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From:  jensenv@skschools.org

Sent time:  06/18/2018 01:41:22 PM

To:  monaglej@skschools.org

Subject:  FW: Personnel Needs
 

What do you think?
 
Vivian Jensen
Human Resource Specialist
South Kitsap School District
360-874-7077
Fax 360-874-7076
 

From: Armstrong, Sue <sarmstrong@oesd114.org> 
Sent: Monday, June 18, 2018 12:39 PM
To: Leesa Bowie <leesa.bowie@bremertonschools.org>; Hurd, Amy <ahurd@northmasonschools.org>; LOONEY, TAMMY
<looneyt@psd401.net>; Theresa Archibald <tarchibald@portangelesschools.org>; Valorie Knieper
<vknieper@sequim.k12.wa.us>; Lente Chelle ‐ ADMIN <ChelleL@ckschools.org>; Urie, Josie <JUrie@nkschools.org>; Allen,
Anita D <AAllen@nkschools.org>; Stewart, Jackie <stewartj@skschools.org>; Tallman, Rachel <tallman@skschools.org>; Jensen,
Vivian <jensenv@skschools.org>; Laurie McGinnis <lmcginnis@ptschools.org>; Stephanie McCleary
<stephanie_mccleary@csd49.org>
Subject: Personnel Needs
 
Good Morning,
 
OESD wants to be a resource for district’s personnel needs.  When a temporary need arises for a hard‐to‐fill position, we want
to assist our districts when possible.  What we are trying to do is to have a list of people who might be interested to fill in when
a temporary need suddenly arises in a district.  We are primarily looking for:

·         Central office administrators
·         Principals
·         Special Education Staff  

 
I’m creating a list of names, qualifications, and contact information.  If a district calls us with a need, we would give the contact
information to the district of those we think might be a possible fit and the district would contact them directly and answer
questions, work out details, etc.
 
At the last WSPA meeting, I asked for someone in each district who could be my ongoing contact to help me know about
potential names for the list.  For those of you who were at the meeting and gave me your name, thank you. For others, I’m
sending this to one or more that I thought might be able to help.  Let me know if this communication should go to someone
else.
 
Please let me know of any employees in those categories above who are retiring this year.  Please give me their personal email
and phone number or ask them to contact me so I can see if they are interested in my adding their name and information to my
list. Next year I will remind you in the Spring to let me know as retirement letters come in.  And as you hear of other names
throughout the year, please let me know.
 
I know that it’s a busy time of year and I appreciate your help.  I hope you all get some time off this summer to relax and enjoy!
 
Sue Armstrong
Director of Human Resources
Olympic Educational Service District 114
360 782‐5047

 



From:  Washington School Personnel Association <waspa@memberclicks-mail.net>

Sent time:  06/18/2018 03:03:38 PM

To:  finnie@skschools.org

Subject:  HELP Registration 2018-2019: REGISTER OTHERS Form Submitted
 

Greetings,

Thank you for registering other district personnel to attend the HELP program. 

 

WSPA will be using the information you provided to complete those registrations for the individuals listed on the form.  When their
registration is complete they will be receiving a copy of the invoice and/or a copy of the receipt (if payment is requested to be
made by credit card).  Please alert them to look for those emails shortly.

 

 

Thank you for your registration,

 

Washington School Personnel Association
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From:  Armstrong, Sue <sarmstrong@oesd114.org>

Sent time:  06/18/2018 12:38:50 PM

To:  

stewartj@skschools.org; tallman@skschools.org; jensenv@skschools.org; Leesa Bowie <leesa.bowie@bremertonschools.org>; Hurd, Amy
<ahurd@northmasonschools.org>; LOONEY, TAMMY <looneyt@psd401.net>; Theresa Archibald <tarchibald@portangelesschools.org>; Valorie
Knieper <vknieper@sequim.k12.wa.us>; Lente Chelle - ADMIN <ChelleL@ckschools.org>; Urie, Josie <JUrie@nkschools.org>; Allen, Anita D
<AAllen@nkschools.org>; Laurie McGinnis <lmcginnis@ptschools.org>; Stephanie McCleary <stephanie_mccleary@csd49.org>

Subject:  Personnel Needs
 

Good Morning,
 
OESD wants to be a resource for district’s personnel needs.  When a temporary need arises for a hard‐to‐fill position, we want
to assist our districts when possible.  What we are trying to do is to have a list of people who might be interested to fill in when
a temporary need suddenly arises in a district.  We are primarily looking for:

·         Central office administrators
·         Principals
·         Special Education Staff  

 
I’m creating a list of names, qualifications, and contact information.  If a district calls us with a need, we would give the contact
information to the district of those we think might be a possible fit and the district would contact them directly and answer
questions, work out details, etc.
 
At the last WSPA meeting, I asked for someone in each district who could be my ongoing contact to help me know about
potential names for the list.  For those of you who were at the meeting and gave me your name, thank you. For others, I’m
sending this to one or more that I thought might be able to help.  Let me know if this communication should go to someone
else.
 
Please let me know of any employees in those categories above who are retiring this year.  Please give me their personal email
and phone number or ask them to contact me so I can see if they are interested in my adding their name and information to my
list. Next year I will remind you in the Spring to let me know as retirement letters come in.  And as you hear of other names
throughout the year, please let me know.
 
I know that it’s a busy time of year and I appreciate your help.  I hope you all get some time off this summer to relax and enjoy!
 
Sue Armstrong
Director of Human Resources
Olympic Educational Service District 114
360 782‐5047

 



From:  jensenv@skschools.org

Sent time:  06/19/2018 07:59:27 AM

To:  pickard@skschools.org

Subject:  FW: Personnel Needs
 

Hey Brian…..
Just in case you ever get bored….. 
See the email at the bottom.. ESD WANTS YOU!!! J
 
Vivian Jensen
Human Resource Specialist
South Kitsap School District
360-874-7077
Fax 360-874-7076
 

From: Monagle, Jamie 
Sent: Tuesday, June 19, 2018 7:26 AM
To: Jensen, Vivian <jensenv@skschools.org>
Subject: RE: Personnel Needs
 
Maybe ask if Brian Pickard would be interested since he is the only one retiring?
 

From: Jensen, Vivian 
Sent: Monday, June 18, 2018 1:41 PM
To: Monagle, Jamie <monaglej@skschools.org>
Subject: FW: Personnel Needs
 
What do you think?
 
Vivian Jensen
Human Resource Specialist
South Kitsap School District
360-874-7077
Fax 360-874-7076
 

From: Armstrong, Sue <sarmstrong@oesd114.org> 
Sent: Monday, June 18, 2018 12:39 PM
To: Leesa Bowie <leesa.bowie@bremertonschools.org>; Hurd, Amy <ahurd@northmasonschools.org>; LOONEY, TAMMY
<looneyt@psd401.net>; Theresa Archibald <tarchibald@portangelesschools.org>; Valorie Knieper
<vknieper@sequim.k12.wa.us>; Lente Chelle ‐ ADMIN <ChelleL@ckschools.org>; Urie, Josie <JUrie@nkschools.org>; Allen,
Anita D <AAllen@nkschools.org>; Stewart, Jackie <stewartj@skschools.org>; Tallman, Rachel <tallman@skschools.org>; Jensen,
Vivian <jensenv@skschools.org>; Laurie McGinnis <lmcginnis@ptschools.org>; Stephanie McCleary
<stephanie_mccleary@csd49.org>
Subject: Personnel Needs
 
Good Morning,
 
OESD wants to be a resource for district’s personnel needs.  When a temporary need arises for a hard‐to‐fill position, we want
to assist our districts when possible.  What we are trying to do is to have a list of people who might be interested to fill in when
a temporary need suddenly arises in a district.  We are primarily looking for:

·         Central office administrators
·         Principals
·         Special Education Staff  

 
I’m creating a list of names, qualifications, and contact information.  If a district calls us with a need, we would give the contact
information to the district of those we think might be a possible fit and the district would contact them directly and answer
questions, work out details, etc.
 
At the last WSPA meeting, I asked for someone in each district who could be my ongoing contact to help me know about
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potential names for the list.  For those of you who were at the meeting and gave me your name, thank you. For others, I’m
sending this to one or more that I thought might be able to help.  Let me know if this communication should go to someone
else.
 
Please let me know of any employees in those categories above who are retiring this year.  Please give me their personal email
and phone number or ask them to contact me so I can see if they are interested in my adding their name and information to my
list. Next year I will remind you in the Spring to let me know as retirement letters come in.  And as you hear of other names
throughout the year, please let me know.
 
I know that it’s a busy time of year and I appreciate your help.  I hope you all get some time off this summer to relax and enjoy!
 
Sue Armstrong
Director of Human Resources
Olympic Educational Service District 114
360 782‐5047

 



From:  monaglej@skschools.org

Sent time:  06/19/2018 07:26:20 AM

To:  jensenv@skschools.org

Subject:  RE: Personnel Needs
 

Maybe ask if Brian Pickard would be interested since he is the only one retiring?
 

From: Jensen, Vivian 
Sent: Monday, June 18, 2018 1:41 PM
To: Monagle, Jamie <monaglej@skschools.org>
Subject: FW: Personnel Needs
 
What do you think?
 
Vivian Jensen
Human Resource Specialist
South Kitsap School District
360-874-7077
Fax 360-874-7076
 

From: Armstrong, Sue <sarmstrong@oesd114.org> 
Sent: Monday, June 18, 2018 12:39 PM
To: Leesa Bowie <leesa.bowie@bremertonschools.org>; Hurd, Amy <ahurd@northmasonschools.org>; LOONEY, TAMMY
<looneyt@psd401.net>; Theresa Archibald <tarchibald@portangelesschools.org>; Valorie Knieper
<vknieper@sequim.k12.wa.us>; Lente Chelle ‐ ADMIN <ChelleL@ckschools.org>; Urie, Josie <JUrie@nkschools.org>; Allen,
Anita D <AAllen@nkschools.org>; Stewart, Jackie <stewartj@skschools.org>; Tallman, Rachel <tallman@skschools.org>; Jensen,
Vivian <jensenv@skschools.org>; Laurie McGinnis <lmcginnis@ptschools.org>; Stephanie McCleary
<stephanie_mccleary@csd49.org>
Subject: Personnel Needs
 
Good Morning,
 
OESD wants to be a resource for district’s personnel needs.  When a temporary need arises for a hard‐to‐fill position, we want
to assist our districts when possible.  What we are trying to do is to have a list of people who might be interested to fill in when
a temporary need suddenly arises in a district.  We are primarily looking for:

·         Central office administrators
·         Principals
·         Special Education Staff  

 
I’m creating a list of names, qualifications, and contact information.  If a district calls us with a need, we would give the contact
information to the district of those we think might be a possible fit and the district would contact them directly and answer
questions, work out details, etc.
 
At the last WSPA meeting, I asked for someone in each district who could be my ongoing contact to help me know about
potential names for the list.  For those of you who were at the meeting and gave me your name, thank you. For others, I’m
sending this to one or more that I thought might be able to help.  Let me know if this communication should go to someone
else.
 
Please let me know of any employees in those categories above who are retiring this year.  Please give me their personal email
and phone number or ask them to contact me so I can see if they are interested in my adding their name and information to my
list. Next year I will remind you in the Spring to let me know as retirement letters come in.  And as you hear of other names
throughout the year, please let me know.
 
I know that it’s a busy time of year and I appreciate your help.  I hope you all get some time off this summer to relax and enjoy!
 
Sue Armstrong
Director of Human Resources
Olympic Educational Service District 114
360 782‐5047
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a temporary need suddenly arises in a district.  We are primarily looking for:
·        Central office administrators
·        Principals
·        Special Education Staff  

 
I’m creating a list of names, qualifications, and contact information.  If a district calls us with a need, we would give the contact
information to the district of those we think might be a possible fit and the district would contact them directly and answer
questions, work out details, etc.
 
At the last WSPA meeting, I asked for someone in each district who could be my ongoing contact to help me know about
potential names for the list.  For those of you who were at the meeting and gave me your name, thank you. For others, I’m
sending this to one or more that I thought might be able to help.  Let me know if this communication should go to someone
else.
 
Please let me know of any employees in those categories above who are retiring this year.  Please give me their personal email
and phone number or ask them to contact me so I can see if they are interested in my adding their name and information to my
list. Next year I will remind you in the Spring to let me know as retirement letters come in.  And as you hear of other names
throughout the year, please let me know.
 
I know that it’s a busy time of year and I appreciate your help.  I hope you all get some time off this summer to relax and enjoy!
 
Sue Armstrong
Director of Human Resources
Olympic Educational Service District 114
360 782‐5047

 



From:  finnie@skschools.org

Sent time:  06/19/2018 02:21:40 PM

To:  cleonard@wspa.net

Subject:  stipends for employees on negotiating teams
 

Jerry Holsten, South Kitsap School District is asking; Do you provide stipends for members on bargaining teams?  If you do, how
do you compensate? Hourly, stipend, etc. Are there any groups you would not compensate? Please send your responses to
finnie@skschools.org.

 

Thank you ,

 

Lynn

 
 
 
 
 
C. Lynn Finnie

Executive Assistant – Human Resources

South Kitsap School District

2689 Hoover Ave. S.E.

Port Orchard, Washington 98366

finnie@skschools.org

PH: 360-874-7072

FAX: 360-874-7076
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  06/20/2018 07:02:47 AM

To:  monaglej@skitsap.wednet.edu

Subject:  Registration now open: HELP Summer Session, Classified and Certificated Boot Camps, and Whole Educator Special Presentation
 

Dear WSPA Members,

Registration is now open for the following Human Resources in Education Leadership Program (HELP) events:

HR Legal Boot Camp - CLASSIFIED

WSPA and HELP are pleased to announce a new program designed to meet the needs of our members. We are excited to
announce our HR Legal Boot Camp - CLASSIFIED workshop.

This two-day workshop provides training and support specific to the needs of classified staff moving into management and
supervisory positions. Topics include understanding of human resources soft skills, hiring responsibilities, and understanding of
professional training, discipline and evaluation, bargaining agreements, and employee rights. Please see the attached schedule for
details.

HR Legal Boot Camp - Classified
July 9-10, 2018
Puget Sound Educational Service District
$395 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. t also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

HR Legal Boot Camp - CERTIFICATED

This is a three-day program offering training the ABC's of Human Resources and Personnel Operations Guide (POG) review, HR
101 - overview of school HR administration leadership responsibilities, legal writing, and employee misconduct investigative writing

HR Legal Boot Camp - Certificated
July 9-11, 2018
Puget Sound Educational Service District
$495 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. It also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

Special Presentation with guest presenters Dr. Lisa Nolan and Dr. Forrest Griek - Whole Educator Support and
Creating a Balanced Workplace

In the path of a national teacher shortage and a polarized society we are needing a stronger work force more than ever before. As
a result, Tacoma Public Schools launched the Whole Educator Initiative 
Come and learn more about the Whole Educator and how we are ensuring the safety, health and engagement of every employee. 

Whole Educator Support Presentation
July 9, 2018
8:00 a.m.- 11:45 am.
Doubletree by Hilton at Southcenter
Registration: $50  Registration also includes breakfast.
Registration is open to ALL WSPA members - you do not need to be a HELP or Boot Camp participant to register and
attend this presentation.
Please click here for registration and information

HELP Program

The Human Resources in Education Leadership Program (HELP), is a three-year program designed to meet a growing need for
training of individuals engaged in Human Resource Management (HRM) in public education.  The program includes a one-week
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summer session, a one-day session in the fall, and a one-day session in the spring.

July 9-13, 2018
Puget Sound Educational Service District
Registration: $910 Registration includes course materials, access to Blackboard through City University, option to earn eight
City University CEU's, breakfast Monday- Friday, lunch Monday-Thursday, dinner Thursday, and refreshments.  It also
includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek
The registration fee is for the full year of HELP - one-week summer session, a one-day session in the fall, and a one-day
session in the spring.
Please click here for registration and information

 

Thank you,

Jane Rausch
HELP Coordinator

Jennifer Tottenham
Washington School Personnel Association

This email was sent to monaglej@skitsap.wednet.edu by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  06/20/2018 07:03:05 AM

To:  holsten@skitsap.wednet.edu

Subject:  Registration now open: HELP Summer Session, Classified and Certificated Boot Camps, and Whole Educator Special Presentation
 

Dear WSPA Members,

Registration is now open for the following Human Resources in Education Leadership Program (HELP) events:

HR Legal Boot Camp - CLASSIFIED

WSPA and HELP are pleased to announce a new program designed to meet the needs of our members. We are excited to
announce our HR Legal Boot Camp - CLASSIFIED workshop.

This two-day workshop provides training and support specific to the needs of classified staff moving into management and
supervisory positions. Topics include understanding of human resources soft skills, hiring responsibilities, and understanding of
professional training, discipline and evaluation, bargaining agreements, and employee rights. Please see the attached schedule for
details.

HR Legal Boot Camp - Classified
July 9-10, 2018
Puget Sound Educational Service District
$395 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. t also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

HR Legal Boot Camp - CERTIFICATED

This is a three-day program offering training the ABC's of Human Resources and Personnel Operations Guide (POG) review, HR
101 - overview of school HR administration leadership responsibilities, legal writing, and employee misconduct investigative writing

HR Legal Boot Camp - Certificated
July 9-11, 2018
Puget Sound Educational Service District
$495 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. It also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

Special Presentation with guest presenters Dr. Lisa Nolan and Dr. Forrest Griek - Whole Educator Support and
Creating a Balanced Workplace

In the path of a national teacher shortage and a polarized society we are needing a stronger work force more than ever before. As
a result, Tacoma Public Schools launched the Whole Educator Initiative 
Come and learn more about the Whole Educator and how we are ensuring the safety, health and engagement of every employee. 

Whole Educator Support Presentation
July 9, 2018
8:00 a.m.- 11:45 am.
Doubletree by Hilton at Southcenter
Registration: $50  Registration also includes breakfast.
Registration is open to ALL WSPA members - you do not need to be a HELP or Boot Camp participant to register and
attend this presentation.
Please click here for registration and information

HELP Program

The Human Resources in Education Leadership Program (HELP), is a three-year program designed to meet a growing need for
training of individuals engaged in Human Resource Management (HRM) in public education.  The program includes a one-week
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summer session, a one-day session in the fall, and a one-day session in the spring.

July 9-13, 2018
Puget Sound Educational Service District
Registration: $910 Registration includes course materials, access to Blackboard through City University, option to earn eight
City University CEU's, breakfast Monday- Friday, lunch Monday-Thursday, dinner Thursday, and refreshments.  It also
includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek
The registration fee is for the full year of HELP - one-week summer session, a one-day session in the fall, and a one-day
session in the spring.
Please click here for registration and information

 

Thank you,

Jane Rausch
HELP Coordinator

Jennifer Tottenham
Washington School Personnel Association

This email was sent to holsten@skitsap.wednet.edu by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JBwQxhRoMJrtp9iIljMch2adBbpdbu9RIubf3xXdpghR-2BwqVNBjUvCWWRxwaot2ooc-3D_nzn24k8Og3qOpeAqciW9IIIHxuLgABxfswdd7AR7tixupEu7uAg45jSZFo2aPwMvR0-2Bf3Ru9owbNrL14jDLWDFYxmk4Zjog6-2FOfhM1RyGCjUmYfcPQy6BbThbOy2XBMOP9kkj7-2FqZrAENdTmE-2FiJMLaC8I1zg1ymUF-2BdC3qaedeu2y7w-2B3FFFzpudpHPPYO5AN9NBi-2BTdJVeEIbJdJamQ7WA8jHE11O2nez656lkxIQYzINtHx5TIcptTI7alT1tXUC9cqoqRcebhME3on8AaEIyktwHq7voYPZybwidN5MIgCJytyv1vqkh1Sq5cufFg5xqK-2FqNjweDaKUSE6e1HQ-3D-3D
mailto:holsten@skitsap.wednet.edu
mailto:admin@wspa.net
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxoi8SI8vaU-2BH4j9QXKPZSjPBLE4A7gUj4KOshi7OrgL18K3JNOBxRZOlOk0qDGCFKPqEzFmxws1fLUAigZq9TtA-3D-3D_nzn24k8Og3qOpeAqciW9IIIHxuLgABxfswdd7AR7tixupEu7uAg45jSZFo2aPwMvR0-2Bf3Ru9owbNrL14jDLWDFYxmk4Zjog6-2FOfhM1RyGCjUmYfcPQy6BbThbOy2XBMOP9kkj7-2FqZrAENdTmE-2FiJMLaC8I1zg1ymUF-2BdC3qaedeu2y7w-2B3FFFzpudpHPPYO5veKWbqF6mjF7hbPvX21Fz-2BLlS7d6QToD56NvkpKUEooPXgiXoe-2F6-2Fr-2BNputeBsWJBmRbETPWWvxQxcHPzFQYXTRG9x7aF2pttoGwslAu4WclsQRDU-2Bjwe7mUsFNhiAkIFEl5Z-2BoQZ7gUNX5cITQnyQ-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_nzn24k8Og3qOpeAqciW9IIIHxuLgABxfswdd7AR7tixupEu7uAg45jSZFo2aPwMvR0-2Bf3Ru9owbNrL14jDLWDFYxmk4Zjog6-2FOfhM1RyGCjUmYfcPQy6BbThbOy2XBMOP9kkj7-2FqZrAENdTmE-2FiJMLaC8I1zg1ymUF-2BdC3qaedeu2y7w-2B3FFFzpudpHPPYO5cAORPN2RsA5VMmUd0QkUfb6Stlzr6eh6-2FXIIqXjtJr-2FrXlFPJLvuhjIsJbxI-2B2PMadTA2mhyp9ZxKS9J-2F0QMtBtizempnqryme-2BwgeFm6yMlmUcd1nphBLpLm9OhogBX2hEk7cc6rENcNpYeSowdKg-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_nzn24k8Og3qOpeAqciW9IIIHxuLgABxfswdd7AR7tixupEu7uAg45jSZFo2aPwMvR0-2Bf3Ru9owbNrL14jDLWDFYxmk4Zjog6-2FOfhM1RyGCjUmYfcPQy6BbThbOy2XBMOP9kkj7-2FqZrAENdTmE-2FiJMLaC8I1zg1ymUF-2BdC3qaedeu2y7w-2B3FFFzpudpHPPYO5OsZdS9Hgxu8kmjM1kwV-2B10F7KQZCZx4EhI8GslZp2rffiumQA-2BFmbRImDcOsjuAfZYLHBYM71Jhb5cmnYgRmMQ81U7xz5CN-2BfsgmF6-2FUk7ESbBgyUi1o1WQChWP5yTbjXQQIJ2HNfXxaSAgUdwsatA-3D-3D


From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  06/20/2018 07:04:09 AM

To:  finnie@skschools.org

Subject:  Registration now open: HELP Summer Session, Classified and Certificated Boot Camps, and Whole Educator Special Presentation
 

Dear WSPA Members,

Registration is now open for the following Human Resources in Education Leadership Program (HELP) events:

HR Legal Boot Camp - CLASSIFIED

WSPA and HELP are pleased to announce a new program designed to meet the needs of our members. We are excited to
announce our HR Legal Boot Camp - CLASSIFIED workshop.

This two-day workshop provides training and support specific to the needs of classified staff moving into management and
supervisory positions. Topics include understanding of human resources soft skills, hiring responsibilities, and understanding of
professional training, discipline and evaluation, bargaining agreements, and employee rights. Please see the attached schedule for
details.

HR Legal Boot Camp - Classified
July 9-10, 2018
Puget Sound Educational Service District
$395 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. t also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

HR Legal Boot Camp - CERTIFICATED

This is a three-day program offering training the ABC's of Human Resources and Personnel Operations Guide (POG) review, HR
101 - overview of school HR administration leadership responsibilities, legal writing, and employee misconduct investigative writing

HR Legal Boot Camp - Certificated
July 9-11, 2018
Puget Sound Educational Service District
$495 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. It also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

Special Presentation with guest presenters Dr. Lisa Nolan and Dr. Forrest Griek - Whole Educator Support and
Creating a Balanced Workplace

In the path of a national teacher shortage and a polarized society we are needing a stronger work force more than ever before. As
a result, Tacoma Public Schools launched the Whole Educator Initiative 
Come and learn more about the Whole Educator and how we are ensuring the safety, health and engagement of every employee. 

Whole Educator Support Presentation
July 9, 2018
8:00 a.m.- 11:45 am.
Doubletree by Hilton at Southcenter
Registration: $50  Registration also includes breakfast.
Registration is open to ALL WSPA members - you do not need to be a HELP or Boot Camp participant to register and
attend this presentation.
Please click here for registration and information

HELP Program

The Human Resources in Education Leadership Program (HELP), is a three-year program designed to meet a growing need for
training of individuals engaged in Human Resource Management (HRM) in public education.  The program includes a one-week
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summer session, a one-day session in the fall, and a one-day session in the spring.

July 9-13, 2018
Puget Sound Educational Service District
Registration: $910 Registration includes course materials, access to Blackboard through City University, option to earn eight
City University CEU's, breakfast Monday- Friday, lunch Monday-Thursday, dinner Thursday, and refreshments.  It also
includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek
The registration fee is for the full year of HELP - one-week summer session, a one-day session in the fall, and a one-day
session in the spring.
Please click here for registration and information

 

Thank you,

Jane Rausch
HELP Coordinator

Jennifer Tottenham
Washington School Personnel Association

This email was sent to finnie@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JBwQxhRoMJrtp9iIljMch2adBbpdbu9RIubf3xXdpghR-2BwqVNBjUvCWWRxwaot2ooc-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0iPg4IeC5TEwAFJGhb1ytBO5D6nt6cf5SvOr15dj6mzOO5jFO6WJsT3lo81jcuLJan-2BvIY52OLQZCs8oyBRPqGp56MTwQDOisJZsDqK1qCdyM6upzjPg8d-2FnyKnPQcHwJGd82HVa2TL6PwjIomhm-2BsdnwTLetzqUoPPb093STeLBU42mQJOhgd-2BzHJZr2WZQnzmHSrSPS4XD1i1C4T8jeHx-2FLfZdeKsf4mmFalOlmPX61Vw-2FpjFtyORGJ37erOJUTw-3D-3D
mailto:finnie@skschools.org
mailto:admin@wspa.net
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGx7PRxkjORCe7bFh1-2BKKxAdPhE6H0wHo0yEGeibu0y8b75Q4zFYrFSpg-2FvvJUOaML3hDASicbjr3m3X869Tyd9zQ-3D-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0iPg4IeC5TEwAFJGhb1ytBO5D6nt6cf5SvOr15dj6mzOO5jFO6WJsT3lo81jcuLJan-2BvIY52OLQZCs8oyBRPqGo-2BOgcMJ7odXso3RQdv6kpNU9L3yG8rdJppJTAAnc2jn1yOxZ03QWiEIMpA1Qftk5bQJaonakNzNe0Mt9CEmFOYKaErygPx8V1Tcxut7RX4Hwu2DqRc0DVmv3QureDSYytsI6BM5kLsQrzRIFDnAOSHEIDbu7TPvWgwQurlPeSYXg-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0iPg4IeC5TEwAFJGhb1ytBO5D6nt6cf5SvOr15dj6mzOO5jFO6WJsT3lo81jcuLJan-2BvIY52OLQZCs8oyBRPqGrqIbBkz8t7PkpH8WE2ko1LXZyYv8IBEd1CxfAwQFJUuGcNmrbFHpfrL5-2BYM0OLIEDAFd2VctqLYBEruMfUvERpl9EJfDuVwepWV7rP6vcILSNOXg3gwkcT983AyIxgu4m2M5apkbMK0JxjMa1ycV6Q2b41AhMGOG15N6oZvzP2Zg-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0iPg4IeC5TEwAFJGhb1ytBO5D6nt6cf5SvOr15dj6mzOO5jFO6WJsT3lo81jcuLJan-2BvIY52OLQZCs8oyBRPqGqKarpyx1oEorzQkPxaL51wGpi7HTz6PLdh4wtcwHW3iW9dTkizUoXBdRQKtLp6ElfFMDmd1ExIcPJoeEZ9bzFzccBIJtkAVwWYHbolVLU7lFJQdjgLcCKwdM21mVHx8ZQsHczEjQ-2BdvIFJCoTdjPWRSZBmsdzD2L6m-2BghEaagn8w-3D-3D


From:  do_not_reply@southkitsap.wa-k12.net

Sent time:  06/25/2018 02:12:07 AM

To:  finnie@skschools.org

Subject:  1 Unsubmitted Credit Card Transactions.
 

The following 1 Credit Card Transaction(s) have not been submitted.

Transaction Date Amount Where Used
 
06/21/2018 910.00 WSPA  

District: SOUTH KITSAP SCHOOL DISTRICT
District Web Site: www.skschools.org
State: WA
District Code: 18402

SKSD

file:///C:/Users/cbk/AppData/Local/Temp/Encryptomatic,%20LLC/PSTViewer%20Pro%208/elm0wjod.sqo/www.skschools.org


From:  do_not_reply@southkitsap.wa-k12.net

Sent time:  06/26/2018 02:10:27 AM

To:  finnie@skschools.org

Subject:  1 Unsubmitted Credit Card Transactions.
 

The following 1 Credit Card Transaction(s) have not been submitted.

Transaction Date Amount Where Used
 
06/21/2018 910.00 WSPA  

District: SOUTH KITSAP SCHOOL DISTRICT
District Web Site: www.skschools.org
State: WA
District Code: 18402

SKSD

file:///C:/Users/cbk/AppData/Local/Temp/Encryptomatic,%20LLC/PSTViewer%20Pro%208/2olpabdr.yab/www.skschools.org


From:  brandsma@skschools.org

Sent time:  06/27/2018 07:33:35 AM

To:  holsten@skschools.org

Subject:  Accepted: WSPA Conference - Workshop

Attachments:  attachment.ics    
 



attachment.txt[8/11/2020 10:20:06 AM]

BEGIN:VCALENDAR
METHOD:REPLY
PRODID:Microsoft Exchange Server 2010
VERSION:2.0
BEGIN:VTIMEZONE
TZID:America/Los_Angeles
BEGIN:STANDARD
DTSTART:16010101T020000
TZOFFSETFROM:-0700
TZOFFSETTO:-0800
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=1SU;BYMONTH=11
END:STANDARD
BEGIN:DAYLIGHT
DTSTART:16010101T020000
TZOFFSETFROM:-0800
TZOFFSETTO:-0700
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=2SU;BYMONTH=3
END:DAYLIGHT
END:VTIMEZONE
BEGIN:VEVENT
ORGANIZER:MAILTO:holsten@skschools.org
ATTENDEE;PARTSTAT=ACCEPTED:MAILTO:brandsma@skschools.org
COMMENT;LANGUAGE=en-US:\n
SUMMARY;LANGUAGE=en-US:Accepted: WSPA Conference - Workshop
DTSTART;TZID=America/Los_Angeles:20180709T000000
DTEND;TZID=America/Los_Angeles:20180714T000000
UID:040000008200E00074C5B7101A82E0080000000090CC4AE0E40DD401000000000000000
 010000000F3FD0A829AE1074DA57FC3913F0DA8A8
CLASS:PUBLIC
PRIORITY:5
DTSTAMP:20180627T140344Z
TRANSP:TRANSPARENT
STATUS:CONFIRMED
SEQUENCE:0
LOCATION;LANGUAGE=en-US:Tukwila
X-MICROSOFT-CDO-APPT-SEQUENCE:0
X-MICROSOFT-CDO-BUSYSTATUS:FREE
X-MICROSOFT-CDO-INTENDEDSTATUS:BUSY
X-MICROSOFT-CDO-ALLDAYEVENT:TRUE
X-MICROSOFT-CDO-IMPORTANCE:1
X-MICROSOFT-CDO-INSTTYPE:0
X-MICROSOFT-DISALLOW-COUNTER:FALSE
END:VEVENT
END:VCALENDAR



From:  holsten@skschools.org

Sent time:  06/27/2018 04:11:19 PM

To:  brandsma@skschools.org

Subject:  Jerry Holsten - out - WSPA Conference - Workshop

Attachments:  attachment.ics    
 

 



attachment.txt[8/11/2020 10:24:47 AM]

BEGIN:VCALENDAR
METHOD:REQUEST
PRODID:Microsoft Exchange Server 2010
VERSION:2.0
BEGIN:VTIMEZONE
TZID:Pacific Standard Time
BEGIN:STANDARD
DTSTART:16010101T020000
TZOFFSETFROM:-0700
TZOFFSETTO:-0800
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=1SU;BYMONTH=11
END:STANDARD
BEGIN:DAYLIGHT
DTSTART:16010101T020000
TZOFFSETFROM:-0800
TZOFFSETTO:-0700
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=2SU;BYMONTH=3
END:DAYLIGHT
END:VTIMEZONE
BEGIN:VEVENT
ORGANIZER:MAILTO:holsten@skschools.org
ATTENDEE;ROLE=REQ-PARTICIPANT;PARTSTAT=NEEDS-ACTION;RSVP=TRUE:MAILTO:brands
 ma@skschools.org
DESCRIPTION;LANGUAGE=en-US:\n
SUMMARY;LANGUAGE=en-US:Jerry Holsten - out - WSPA Conference - Workshop
DTSTART;TZID=Pacific Standard Time:20180709T000000
DTEND;TZID=Pacific Standard Time:20180714T000000
UID:040000008200E00074C5B7101A82E0080000000090CC4AE0E40DD401000000000000000
 010000000F3FD0A829AE1074DA57FC3913F0DA8A8
CLASS:PUBLIC
PRIORITY:5
DTSTAMP:20180627T231118Z
TRANSP:OPAQUE
STATUS:CONFIRMED
SEQUENCE:1
LOCATION;LANGUAGE=en-US:Tukwila
X-MICROSOFT-CDO-APPT-SEQUENCE:1
X-MICROSOFT-CDO-OWNERAPPTID:-788830238
X-MICROSOFT-CDO-BUSYSTATUS:TENTATIVE
X-MICROSOFT-CDO-INTENDEDSTATUS:FREE
X-MICROSOFT-CDO-ALLDAYEVENT:TRUE
X-MICROSOFT-CDO-IMPORTANCE:1
X-MICROSOFT-CDO-INSTTYPE:0
X-MICROSOFT-DISALLOW-COUNTER:FALSE
BEGIN:VALARM
ACTION:DISPLAY
DESCRIPTION:REMINDER
TRIGGER;RELATED=START:-PT12H
END:VALARM
END:VEVENT
END:VCALENDAR



From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  06/27/2018 07:02:49 AM

To:  monaglej@skitsap.wednet.edu

Subject:  Last chance reminder: HELP Summer Session, Classified and Certificated Boot Camps, and Whole Educator Special Presentation
 

Dear WSPA Members,

This is the last week to register for the following Human Resources in Education Leadership Program (HELP) events:

HR Legal Boot Camp - CLASSIFIED

WSPA and HELP are pleased to announce a new program designed to meet the needs of our members. We are excited to
announce our HR Legal Boot Camp - CLASSIFIED workshop.

This two-day workshop provides training and support specific to the needs of classified staff moving into management and
supervisory positions. Topics include understanding of human resources soft skills, hiring responsibilities, and understanding of
professional training, discipline and evaluation, bargaining agreements, and employee rights. Please see the attached schedule for
details.

HR Legal Boot Camp - Classified
July 9-10, 2018
Puget Sound Educational Service District
$395 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. t also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

HR Legal Boot Camp - CERTIFICATED

This is a three-day program offering training the ABC's of Human Resources and Personnel Operations Guide (POG) review, HR
101 - overview of school HR administration leadership responsibilities, legal writing, and employee misconduct investigative writing

HR Legal Boot Camp - Certificated
July 9-11, 2018
Puget Sound Educational Service District
$495 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. It also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

Special Presentation with guest presenters Dr. Lisa Nolan and Dr. Forrest Griek - Whole Educator Support and
Creating a Balanced Workplace

In the path of a national teacher shortage and a polarized society we are needing a stronger work force more than ever before. As
a result, Tacoma Public Schools launched the Whole Educator Initiative 
Come and learn more about the Whole Educator and how we are ensuring the safety, health and engagement of every employee. 

Whole Educator Support Presentation
July 9, 2018
8:00 a.m.- 11:45 am.
Doubletree by Hilton at Southcenter
Registration: $50  Registration also includes breakfast.
Registration is open to ALL WSPA members - you do not need to be a HELP or Boot Camp participant to register and
attend this presentation.
Please click here for registration and information

HELP Program

The Human Resources in Education Leadership Program (HELP), is a three-year program designed to meet a growing need for
training of individuals engaged in Human Resource Management (HRM) in public education.  The program includes a one-week
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summer session, a one-day session in the fall, and a one-day session in the spring.

July 9-13, 2018
Puget Sound Educational Service District
Registration: $910 Registration includes course materials, access to Blackboard through City University, option to earn eight
City University CEU's, breakfast Monday- Friday, lunch Monday-Thursday, dinner Thursday, and refreshments.  It also
includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek
The registration fee is for the full year of HELP - one-week summer session, a one-day session in the fall, and a one-day
session in the spring.
Please click here for registration and information

 

Thank you,

Jane Rausch
HELP Coordinator

Jennifer Tottenham
Washington School Personnel Association

This email was sent to monaglej@skitsap.wednet.edu by admin@wspa.net
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  06/27/2018 07:04:22 AM

To:  finnie@skschools.org

Subject:  Last chance reminder: HELP Summer Session, Classified and Certificated Boot Camps, and Whole Educator Special Presentation
 

Dear WSPA Members,

This is the last week to register for the following Human Resources in Education Leadership Program (HELP) events:

HR Legal Boot Camp - CLASSIFIED

WSPA and HELP are pleased to announce a new program designed to meet the needs of our members. We are excited to
announce our HR Legal Boot Camp - CLASSIFIED workshop.

This two-day workshop provides training and support specific to the needs of classified staff moving into management and
supervisory positions. Topics include understanding of human resources soft skills, hiring responsibilities, and understanding of
professional training, discipline and evaluation, bargaining agreements, and employee rights. Please see the attached schedule for
details.

HR Legal Boot Camp - Classified
July 9-10, 2018
Puget Sound Educational Service District
$395 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. t also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

HR Legal Boot Camp - CERTIFICATED

This is a three-day program offering training the ABC's of Human Resources and Personnel Operations Guide (POG) review, HR
101 - overview of school HR administration leadership responsibilities, legal writing, and employee misconduct investigative writing

HR Legal Boot Camp - Certificated
July 9-11, 2018
Puget Sound Educational Service District
$495 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. It also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

Special Presentation with guest presenters Dr. Lisa Nolan and Dr. Forrest Griek - Whole Educator Support and
Creating a Balanced Workplace

In the path of a national teacher shortage and a polarized society we are needing a stronger work force more than ever before. As
a result, Tacoma Public Schools launched the Whole Educator Initiative 
Come and learn more about the Whole Educator and how we are ensuring the safety, health and engagement of every employee. 

Whole Educator Support Presentation
July 9, 2018
8:00 a.m.- 11:45 am.
Doubletree by Hilton at Southcenter
Registration: $50  Registration also includes breakfast.
Registration is open to ALL WSPA members - you do not need to be a HELP or Boot Camp participant to register and
attend this presentation.
Please click here for registration and information

HELP Program

The Human Resources in Education Leadership Program (HELP), is a three-year program designed to meet a growing need for
training of individuals engaged in Human Resource Management (HRM) in public education.  The program includes a one-week
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summer session, a one-day session in the fall, and a one-day session in the spring.

July 9-13, 2018
Puget Sound Educational Service District
Registration: $910 Registration includes course materials, access to Blackboard through City University, option to earn eight
City University CEU's, breakfast Monday- Friday, lunch Monday-Thursday, dinner Thursday, and refreshments.  It also
includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek
The registration fee is for the full year of HELP - one-week summer session, a one-day session in the fall, and a one-day
session in the spring.
Please click here for registration and information

 

Thank you,

Jane Rausch
HELP Coordinator

Jennifer Tottenham
Washington School Personnel Association

This email was sent to finnie@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  06/27/2018 07:03:06 AM

To:  holsten@skitsap.wednet.edu

Subject:  Last chance reminder: HELP Summer Session, Classified and Certificated Boot Camps, and Whole Educator Special Presentation
 

Dear WSPA Members,

This is the last week to register for the following Human Resources in Education Leadership Program (HELP) events:

HR Legal Boot Camp - CLASSIFIED

WSPA and HELP are pleased to announce a new program designed to meet the needs of our members. We are excited to
announce our HR Legal Boot Camp - CLASSIFIED workshop.

This two-day workshop provides training and support specific to the needs of classified staff moving into management and
supervisory positions. Topics include understanding of human resources soft skills, hiring responsibilities, and understanding of
professional training, discipline and evaluation, bargaining agreements, and employee rights. Please see the attached schedule for
details.

HR Legal Boot Camp - Classified
July 9-10, 2018
Puget Sound Educational Service District
$395 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. t also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

HR Legal Boot Camp - CERTIFICATED

This is a three-day program offering training the ABC's of Human Resources and Personnel Operations Guide (POG) review, HR
101 - overview of school HR administration leadership responsibilities, legal writing, and employee misconduct investigative writing

HR Legal Boot Camp - Certificated
July 9-11, 2018
Puget Sound Educational Service District
$495 registration includes course materials, City University CEU's (optional), clock hours, and breakfast, lunch, and
refreshments each day. It also includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek.
Please click here for registration and information

Special Presentation with guest presenters Dr. Lisa Nolan and Dr. Forrest Griek - Whole Educator Support and
Creating a Balanced Workplace

In the path of a national teacher shortage and a polarized society we are needing a stronger work force more than ever before. As
a result, Tacoma Public Schools launched the Whole Educator Initiative 
Come and learn more about the Whole Educator and how we are ensuring the safety, health and engagement of every employee. 

Whole Educator Support Presentation
July 9, 2018
8:00 a.m.- 11:45 am.
Doubletree by Hilton at Southcenter
Registration: $50  Registration also includes breakfast.
Registration is open to ALL WSPA members - you do not need to be a HELP or Boot Camp participant to register and
attend this presentation.
Please click here for registration and information

HELP Program

The Human Resources in Education Leadership Program (HELP), is a three-year program designed to meet a growing need for
training of individuals engaged in Human Resource Management (HRM) in public education.  The program includes a one-week
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summer session, a one-day session in the fall, and a one-day session in the spring.

July 9-13, 2018
Puget Sound Educational Service District
Registration: $910 Registration includes course materials, access to Blackboard through City University, option to earn eight
City University CEU's, breakfast Monday- Friday, lunch Monday-Thursday, dinner Thursday, and refreshments.  It also
includes the special presentation with Dr. Lisa Nolan and Dr. Forrest Griek
The registration fee is for the full year of HELP - one-week summer session, a one-day session in the fall, and a one-day
session in the spring.
Please click here for registration and information

 

Thank you,

Jane Rausch
HELP Coordinator

Jennifer Tottenham
Washington School Personnel Association
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From:  holsten@skschools.org

Sent time:  06/27/2018 07:03:45 AM

To:  brandsma@skschools.org

Subject:  WSPA Conference - Workshop

Attachments:  attachment.ics    
 

 



attachment.txt[8/11/2020 10:25:02 AM]

BEGIN:VCALENDAR
METHOD:REQUEST
PRODID:Microsoft Exchange Server 2010
VERSION:2.0
BEGIN:VTIMEZONE
TZID:Pacific Standard Time
BEGIN:STANDARD
DTSTART:16010101T020000
TZOFFSETFROM:-0700
TZOFFSETTO:-0800
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=1SU;BYMONTH=11
END:STANDARD
BEGIN:DAYLIGHT
DTSTART:16010101T020000
TZOFFSETFROM:-0800
TZOFFSETTO:-0700
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=2SU;BYMONTH=3
END:DAYLIGHT
END:VTIMEZONE
BEGIN:VEVENT
ORGANIZER:MAILTO:holsten@skschools.org
ATTENDEE;ROLE=REQ-PARTICIPANT;PARTSTAT=NEEDS-ACTION;RSVP=TRUE:MAILTO:brands
 ma@skschools.org
DESCRIPTION;LANGUAGE=en-US:\n
SUMMARY;LANGUAGE=en-US:WSPA Conference - Workshop
DTSTART;TZID=Pacific Standard Time:20180709T000000
DTEND;TZID=Pacific Standard Time:20180714T000000
UID:040000008200E00074C5B7101A82E0080000000090CC4AE0E40DD401000000000000000
 010000000F3FD0A829AE1074DA57FC3913F0DA8A8
CLASS:PUBLIC
PRIORITY:5
DTSTAMP:20180627T140344Z
TRANSP:OPAQUE
STATUS:CONFIRMED
SEQUENCE:0
LOCATION;LANGUAGE=en-US:Tukwila
X-MICROSOFT-CDO-APPT-SEQUENCE:0
X-MICROSOFT-CDO-OWNERAPPTID:-788830238
X-MICROSOFT-CDO-BUSYSTATUS:TENTATIVE
X-MICROSOFT-CDO-INTENDEDSTATUS:FREE
X-MICROSOFT-CDO-ALLDAYEVENT:TRUE
X-MICROSOFT-CDO-IMPORTANCE:1
X-MICROSOFT-CDO-INSTTYPE:0
X-MICROSOFT-DISALLOW-COUNTER:FALSE
BEGIN:VALARM
ACTION:DISPLAY
DESCRIPTION:REMINDER
TRIGGER;RELATED=START:-PT12H
END:VALARM
END:VEVENT
END:VCALENDAR



From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  06/29/2018 06:58:03 AM

To:  finnie@skschools.org

Subject:  MEMBER REQUEST
 

A couple WSPA member requests for you as we close out the year. Thanks!

 

Erin Battersby from Mercer Island School District is asking if anyone has already done the analysis on the length of teacher
contracts and days across the state? e.g. Mercer Island is 183.5 days at 7.5 hr days. Where, Lake Washington has an 8 hour day
and work 188.5 days.

 

Please send your responses directly to: erin.battersby@mercerislandschools.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

This email was sent to finnie@skschools.org by cleonard@wspa.net
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  06/29/2018 06:57:37 AM

To:  monaglej@skitsap.wednet.edu

Subject:  MEMBER REQUEST
 

A couple WSPA member requests for you as we close out the year. Thanks!

 

Erin Battersby from Mercer Island School District is asking if anyone has already done the analysis on the length of teacher
contracts and days across the state? e.g. Mercer Island is 183.5 days at 7.5 hr days. Where, Lake Washington has an 8 hour day
and work 188.5 days.

 

Please send your responses directly to: erin.battersby@mercerislandschools.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

This email was sent to monaglej@skitsap.wednet.edu by cleonard@wspa.net
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  06/29/2018 06:57:43 AM

To:  holsten@skitsap.wednet.edu

Subject:  MEMBER REQUEST
 

A couple WSPA member requests for you as we close out the year. Thanks!

 

Erin Battersby from Mercer Island School District is asking if anyone has already done the analysis on the length of teacher
contracts and days across the state? e.g. Mercer Island is 183.5 days at 7.5 hr days. Where, Lake Washington has an 8 hour day
and work 188.5 days.

 

Please send your responses directly to: erin.battersby@mercerislandschools.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

This email was sent to holsten@skitsap.wednet.edu by cleonard@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:holsten@skitsap.wednet.edu
mailto:cleonard@wspa.net
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxue5lYQRvYO434FrP88JyPEl-2Bn6-2FcG3ggkK58xO88N7rg2E2H0RhxmJgBCXLiRaR1Sfn5vYAV9W5I0-2FMsaIu3yA-3D-3D_nzn24k8Og3qOpeAqciW9IIIHxuLgABxfswdd7AR7tixupEu7uAg45jSZFo2aPwMvR0-2Bf3Ru9owbNrL14jDLWDFYxmk4Zjog6-2FOfhM1RyGCg4DabYVX79nChKJvdU5yjEh84-2Blp0-2BKoq5g-2FUxA422kUwt9vzioEG1rhDdWhs3non2UCGZGBwHsH5PZp8ytl18mGO4JxDw945wT7iwlHK4ge5zvOTSsY0t-2FyzYl7hRrBrco0OGKdG4JQ0OvtoX6wX4K7Wx1TnoXrqLr48Qu6QNQcsIYdlR1l3QpEVyAHyB7u4CC6RkBIGsk4a8BPR-2B3vup-2B9eNruaqiobDMVnLC5Vwxw-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_nzn24k8Og3qOpeAqciW9IIIHxuLgABxfswdd7AR7tixupEu7uAg45jSZFo2aPwMvR0-2Bf3Ru9owbNrL14jDLWDFYxmk4Zjog6-2FOfhM1RyGCg4DabYVX79nChKJvdU5yjEh84-2Blp0-2BKoq5g-2FUxA422kUwt9vzioEG1rhDdWhs3non2UCGZGBwHsH5PZp8ytl18hgatK89yF6I32FMGqNYRjfIUC6QncWemlVCjXDfx4-2B5gnMFDsjjoykJcXHYrCQ2aItd6gwWf-2B0JqOITO-2FRaBIJIp2hfDGzV6DlbK16yvVUhP2mxgfsfyDFw08t-2FB8fyiGPTsPv16I7oXOgNIhyxyBg-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_nzn24k8Og3qOpeAqciW9IIIHxuLgABxfswdd7AR7tixupEu7uAg45jSZFo2aPwMvR0-2Bf3Ru9owbNrL14jDLWDFYxmk4Zjog6-2FOfhM1RyGCg4DabYVX79nChKJvdU5yjEh84-2Blp0-2BKoq5g-2FUxA422kUwt9vzioEG1rhDdWhs3non2UCGZGBwHsH5PZp8ytl18-2Fa1-2BLToHN10fwWdcxehUGk5tGwKA1vO2hlSmFZ84kYmJVkBC01395eszmcWJdepFcWa9ip2WbVS25hWuDGQQJC6X8N-2Bz-2FsBkJtiEL430-2BOEDFwRhM-2BTmxuf4WC-2F-2BkPO0pWTZ2-2FRtTEoAM7Ob9lg4JQ-3D-3D


From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  07/09/2018 04:05:43 PM

To:  finnie@skschools.org

Subject:  WSPA Bylaw Update: Membership Dues Voting

Attachments:  Summary_of_Recommended_changes_to_WSPA_Bylaws_JULY_2018.pdf    
 

Hello WSPA Members, 

Thank you for your membership to the Washington School Personnel Association.  With members like you, we are able to
provide a sustainable professional community for human resource professionals across the State of Washington. Only through your
support can we continue to offer dynamic, relevant, and meaningful professional development as well as advocate for legislative
action that supports education and WSPA endorsed initiatives.

WSPA is committed to providing the most affordable membership rate of all statewide professional service organizations. The
WSPA Board has carefully and thoughtfully reviewed its membership practices and we are recommending a small increase to our
annual membership fees for the 2018-2019 year. This is the first recommended membership fee increase since 2006. This
will allow us the capacity to strengthen our legislative advocacy by providing a dedicated lobbyist advocating specifically for our
members and issues facing our districts.

Individual memberships will increase from $125 to $175 annually

Retiree and Associate memberships will increase from $50 to $100 annually

District memberships will increase from $1100 to $1500 annually

We respectfully ask for your consideration of this recommendation and encourage your participation in the membership vote. The
associated language changes to the WSPA Bylaws are attached for your review and consideration.

The link for the voting form is found below and is also available at our website at www.wspa.net 

WSPA Bylaw Updates: Membership Dues Vote 2018

You must login to vote and you may only vote once.

Voting will remain open through the close of business on Friday, July 13, 2018.

Thank you,

Washington School Personnel Association

This email was sent to finnie@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uVbnSnpt4dbDm8YMvkJDRk4-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0irD6-2BExY70aQue-2Bsm8C0mFzJnW-2BlybV6ljsWvW0Wqxk9QrLMQfA8r3eO6IPXfk3gyroGHbsc-2BSKvbyeABDlRhgXnqeNivRidhVaJf6-2FJ1K7Ef8WKQRlSj40dEhUfrRWFjrtOqp7Dr20bcAUlN0n5c953Rxwiighs-2B7dfeCQ-2BggvDZpV1NgeD3QaEcE2pQaWeVeLLKTjNdq0640-2FkBZSrNFaz9qdRfBOZYTqO9R56BgkIMdYZIwteySOmw5vYpO-2FcA-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=8Cevf6VcjoH-2FQiPZS5m18alKD38JFs23dWHrM-2Bp3ohFWnThWQrjLzfBmcaj5fmUwDpccGSdq13mxyEzQfn4AOmg3jSsv-2B3-2BXAeK2Oeayj-2F4OteUNSHr0rPcpmn3SuU9T_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0irD6-2BExY70aQue-2Bsm8C0mFzJnW-2BlybV6ljsWvW0Wqxk9QrLMQfA8r3eO6IPXfk3gyroGHbsc-2BSKvbyeABDlRhjL5NyJJejPSXIfIuSCokE0ZxGiapmuJiqNHZXHDRG5-2FJ2uKN9b6-2FrCMibEbuPF-2BCrGiRLUlmpm6Vy5BZ0U8IcS9wxzLNVdkUyIkLcq-2B1acA42u-2B7tcD5CxpfgcAEGpUtgndp5Cy-2F-2BghJWfVjaLPfpdRSRMDySoRJiW-2BkEZLAZhWA-3D-3D
mailto:finnie@skschools.org
mailto:admin@wspa.net
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxA2-2BgMi-2F3gSdX3i00w7EgaS6c8SvuvxNEAHADdnylqC8IWmoVHQZv3gpo-2BtTEG3zH7sqmWqCGqZ93A-2BvBMHSdFQ-3D-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0irD6-2BExY70aQue-2Bsm8C0mFzJnW-2BlybV6ljsWvW0Wqxk9QrLMQfA8r3eO6IPXfk3gyroGHbsc-2BSKvbyeABDlRhhOphm-2BSqEj0CVfZnVRK9-2BShIN-2BxPoGhCr2O3Q-2FRHl4jp54npKPUWG-2F4G8Qrbr0rDknqJ-2FsoR2INkePEN53WIVoOL1PozyodQFKAEg-2BipbpQr-2B-2FOS-2BhBIx9klojkQn25CG813gxSF8PWLWmK3FhHfkve5D4BULLCdYjXz-2BoBSoDtw-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0irD6-2BExY70aQue-2Bsm8C0mFzJnW-2BlybV6ljsWvW0Wqxk9QrLMQfA8r3eO6IPXfk3gyroGHbsc-2BSKvbyeABDlRhib6zYR3ace3MAq60mhPyquBf5mEunyjI8RQTabgC9WCXknhgvwKNhWUXCOGTq9XGZ8v-2BUvVweYHXUhm6GjBmTA61qhoa-2Bpa54hTwFLXAAdGL3m8-2F38lHyCfod7VIlLqtNdrGbHFDeHyndoDdouLfb3oXkbw5fxFevyWI8IuP-2BNzA-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0irD6-2BExY70aQue-2Bsm8C0mFzJnW-2BlybV6ljsWvW0Wqxk9QrLMQfA8r3eO6IPXfk3gyroGHbsc-2BSKvbyeABDlRhjzXQImo-2BRYWQBXMpYTsvoNax2s6U3s4DS2WtGoiVYvsoFCJqjjowqddrj5Emn0c3qXAJxci5lPCn5w6ACOYj8phCIqs1-2FFzrbEMm0yRnj4O6kbmOhVLmQBF7eQiHeZTFgg-2FTJjYGPvx5MseaFpPU1eLSfxA9h5kvWArdlQYhY9-2BA-3D-3D


 
Summary of Recommended changes to WSPA Bylaws 

July 2018 
 
Constitution – Article II - Organizations 

 
Membership 
Membership in the Association is established in the following categories as defined in the 
bylaws: 

1. Active Membership 
2. Retired Membership 
3. Honorary Membership 
4. Associate Membership   
5. District Membership 
6. Promotional Membership 

 
 
Bylaws - Article IV – Membership 

 
Membership in the Association shall be defined as follows: 
 

1. Active Membership:  Active membership in the Association shall be for those 
individuals with responsibilities for personnel administration and related functions 
in public, private, or post-secondary school systems, or that have interest in 
personnel administration. It shall also include those employed in professional-
technical positions in personnel-related fields including, but not limited to, 
employee relations, data processing, employee benefits, salary administration, 
staff selection, or substitute operations.  Only active members have the right to 
vote. 
 

2. Retiree Membership:  Retiree membership in the Association shall be for those 
individuals who have been active members of the Association and have retired.  
All retiring active members will be recognized with a plaque at the annual 
conference. 

 
3. Lifetime Membership (Honorary):  A lifetime membership shall be awarded to an 

individual for meritorious service in school personnel work.  Such an award will be 
recommended by the Board and authorized by a majority vote of active members 
present at a regular Association meeting.  Honorary members will be afforded the 
following privileges: 
a. Lifetime dues at no cost; 
b. Receipt of regular association communication and 
c. Special recognition as determined by the Board. 

 
4. Associate Membership:  Membership shall be opened to individuals serving in 

the capacity of administrative intern, consultant, and others with focus upon 
personnel functions as recommended by the Board. 
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5. District Membership: A district membership includes all of the benefits of an 
active membership, however is for those districts who would like to have up 
to 10 employees receive all WSPA communications. In addition all district 
employees are eligible for the reduced membership rate for all WSPA events. 
District employees outside of the 10 identified members will received the 
reduced rate for all WSPA events, but are not eligible to vote and are not 
eligible for WSPA program scholarships and grants. 

 
6. Promotional Membership: A promotional membership shall be awarded to 

an individual for participation in an identified WSPA event. Promotional 
memberships shall be for one membership year only. Such promotional 
memberships will be recommended and authorized by the Board.  

 
 
 
Bylaws - Article VII – Dues 

 
The dues for active membership are $125.00 per year, payable to the Association.   For members 
who have been active at least five (5) years in the Association, dues will be waived for the first 
year following retirement and will receive the retiree membership pricing thereafter. The 
membership year runs September 1- August 31 annually.  
 
Membership dues are as follows, payable to the Association:  

 Individual memberships: $175 annually 
 Retiree and Associate memberships: $100 annually 

 District memberships: $1500 annually 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  07/09/2018 04:04:04 PM

To:  holsten@skitsap.wednet.edu

Subject:  WSPA Bylaw Update: Membership Dues Voting

Attachments:  Summary_of_Recommended_changes_to_WSPA_Bylaws_JULY_2018.pdf    
 

Hello WSPA Members, 

Thank you for your membership to the Washington School Personnel Association.  With members like you, we are able to
provide a sustainable professional community for human resource professionals across the State of Washington. Only through your
support can we continue to offer dynamic, relevant, and meaningful professional development as well as advocate for legislative
action that supports education and WSPA endorsed initiatives.

WSPA is committed to providing the most affordable membership rate of all statewide professional service organizations. The
WSPA Board has carefully and thoughtfully reviewed its membership practices and we are recommending a small increase to our
annual membership fees for the 2018-2019 year. This is the first recommended membership fee increase since 2006. This
will allow us the capacity to strengthen our legislative advocacy by providing a dedicated lobbyist advocating specifically for our
members and issues facing our districts.

Individual memberships will increase from $125 to $175 annually

Retiree and Associate memberships will increase from $50 to $100 annually

District memberships will increase from $1100 to $1500 annually

We respectfully ask for your consideration of this recommendation and encourage your participation in the membership vote. The
associated language changes to the WSPA Bylaws are attached for your review and consideration.

The link for the voting form is found below and is also available at our website at www.wspa.net 

WSPA Bylaw Updates: Membership Dues Vote 2018

You must login to vote and you may only vote once.

Voting will remain open through the close of business on Friday, July 13, 2018.

Thank you,

Washington School Personnel Association

This email was sent to holsten@skitsap.wednet.edu by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uVbnSnpt4dbDm8YMvkJDRk4-3D_nzn24k8Og3qOpeAqciW9IIIHxuLgABxfswdd7AR7tixupEu7uAg45jSZFo2aPwMvR0-2Bf3Ru9owbNrL14jDLWDFYxmk4Zjog6-2FOfhM1RyGCjSdmDmxNk-2FnI2AaFODNQ0yNIxDs8fx37Z9KJkNvlxqEioood8lneqeqpuRmiQkezdsHNYs5ShyAfoXNfg0wUab3Ds2TZl6f7C0MOn-2FsMMnj82lygVZPsJBeVr7DFHxDUOOqiZLXOxSP9k0ivQTCjhaufimXI31ZL1-2BIfUBJ2aYLnjXJaXPA1YPGGQ-2F8kpvOjk7eJp8iIKLsWPrH4wlocendsv1bHmwYdJIzateUu2LsQ-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=8Cevf6VcjoH-2FQiPZS5m18alKD38JFs23dWHrM-2Bp3ohFWnThWQrjLzfBmcaj5fmUwDpccGSdq13mxyEzQfn4AOmg3jSsv-2B3-2BXAeK2Oeayj-2F4OteUNSHr0rPcpmn3SuU9T_nzn24k8Og3qOpeAqciW9IIIHxuLgABxfswdd7AR7tixupEu7uAg45jSZFo2aPwMvR0-2Bf3Ru9owbNrL14jDLWDFYxmk4Zjog6-2FOfhM1RyGCjSdmDmxNk-2FnI2AaFODNQ0yNIxDs8fx37Z9KJkNvlxqEioood8lneqeqpuRmiQkezdsHNYs5ShyAfoXNfg0wUabnQWTSfljs06HibOKZQaHlcowmUS5fmuB4D1LH51UxevBvVs3HIlofaO1zkooQMFDguoZLu-2FnkwYlvj9fCnp1OrKsDMcRCP9vtWNRozudSjGy0EJxyDwOWTb9FVWj92KW48yXsRy4Ec-2FExNuwhM2sog-3D-3D
mailto:holsten@skitsap.wednet.edu
mailto:admin@wspa.net
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxwEO0zg-2FACWg7YodOHC-2FP2DNJP-2BBnKkFp362ldBg5o-2Fx3DV68ZtU4SaI4-2FKeNZ6gJ6SnoSbEfmwxZZWTwec5YtQ-3D-3D_nzn24k8Og3qOpeAqciW9IIIHxuLgABxfswdd7AR7tixupEu7uAg45jSZFo2aPwMvR0-2Bf3Ru9owbNrL14jDLWDFYxmk4Zjog6-2FOfhM1RyGCjSdmDmxNk-2FnI2AaFODNQ0yNIxDs8fx37Z9KJkNvlxqEioood8lneqeqpuRmiQkezdsHNYs5ShyAfoXNfg0wUabFrLoXPTdXvlMzBG003zXSjPmj3huHIS0UHPXWXgz-2BR5-2ByV1V6BUdNQV5Ba2uOezW2epofIAbHNgR5rjsZZuuSrDSYxnq1qBLLB3kwRvL4PdaxwlgUwqLDFJzRpDTn0Zdl1Yls94E6YST2pf6eKe5JQ-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_nzn24k8Og3qOpeAqciW9IIIHxuLgABxfswdd7AR7tixupEu7uAg45jSZFo2aPwMvR0-2Bf3Ru9owbNrL14jDLWDFYxmk4Zjog6-2FOfhM1RyGCjSdmDmxNk-2FnI2AaFODNQ0yNIxDs8fx37Z9KJkNvlxqEioood8lneqeqpuRmiQkezdsHNYs5ShyAfoXNfg0wUabxsJ4eAVTBz-2FwKIGtHHmWpqm-2FmF4q6FSVtuhfKDzkxNGUTuWUnJuSjyNaP9-2FucJLkr-2BWKYvUKG8YAnOJJu2oDCWiNA6kTI0FFOlc8-2Fw-2BbPXWJQ5qEszWNRqM3lAsaXGMESKv6tZJenCIoOZ1TINndfg-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_nzn24k8Og3qOpeAqciW9IIIHxuLgABxfswdd7AR7tixupEu7uAg45jSZFo2aPwMvR0-2Bf3Ru9owbNrL14jDLWDFYxmk4Zjog6-2FOfhM1RyGCjSdmDmxNk-2FnI2AaFODNQ0yNIxDs8fx37Z9KJkNvlxqEioood8lneqeqpuRmiQkezdsHNYs5ShyAfoXNfg0wUabv7rnUJGx34lgAvF87ofjOFFS2yaPGQV5Ri6-2Fzbacp-2Fw7uB93SjoxfAuo8rq-2BlDhMiHZKyIKUN8GCJB7hwhTUl9KIJMLE8EwUHqvyGrE5wlCuD1SYMnSChX9LBgoX9Gw40xdBjywpgAYIIkTX-2BBC0DQ-3D-3D


 
Summary of Recommended changes to WSPA Bylaws 

July 2018 
 
Constitution – Article II - Organizations 

 
Membership 
Membership in the Association is established in the following categories as defined in the 
bylaws: 

1. Active Membership 
2. Retired Membership 
3. Honorary Membership 
4. Associate Membership   
5. District Membership 
6. Promotional Membership 

 
 
Bylaws - Article IV – Membership 

 
Membership in the Association shall be defined as follows: 
 

1. Active Membership:  Active membership in the Association shall be for those 
individuals with responsibilities for personnel administration and related functions 
in public, private, or post-secondary school systems, or that have interest in 
personnel administration. It shall also include those employed in professional-
technical positions in personnel-related fields including, but not limited to, 
employee relations, data processing, employee benefits, salary administration, 
staff selection, or substitute operations.  Only active members have the right to 
vote. 
 

2. Retiree Membership:  Retiree membership in the Association shall be for those 
individuals who have been active members of the Association and have retired.  
All retiring active members will be recognized with a plaque at the annual 
conference. 

 
3. Lifetime Membership (Honorary):  A lifetime membership shall be awarded to an 

individual for meritorious service in school personnel work.  Such an award will be 
recommended by the Board and authorized by a majority vote of active members 
present at a regular Association meeting.  Honorary members will be afforded the 
following privileges: 
a. Lifetime dues at no cost; 
b. Receipt of regular association communication and 
c. Special recognition as determined by the Board. 

 
4. Associate Membership:  Membership shall be opened to individuals serving in 

the capacity of administrative intern, consultant, and others with focus upon 
personnel functions as recommended by the Board. 
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5. District Membership: A district membership includes all of the benefits of an 
active membership, however is for those districts who would like to have up 
to 10 employees receive all WSPA communications. In addition all district 
employees are eligible for the reduced membership rate for all WSPA events. 
District employees outside of the 10 identified members will received the 
reduced rate for all WSPA events, but are not eligible to vote and are not 
eligible for WSPA program scholarships and grants. 

 
6. Promotional Membership: A promotional membership shall be awarded to 

an individual for participation in an identified WSPA event. Promotional 
memberships shall be for one membership year only. Such promotional 
memberships will be recommended and authorized by the Board.  

 
 
 
Bylaws - Article VII – Dues 

 
The dues for active membership are $125.00 per year, payable to the Association.   For members 
who have been active at least five (5) years in the Association, dues will be waived for the first 
year following retirement and will receive the retiree membership pricing thereafter. The 
membership year runs September 1- August 31 annually.  
 
Membership dues are as follows, payable to the Association:  

 Individual memberships: $175 annually 
 Retiree and Associate memberships: $100 annually 

 District memberships: $1500 annually 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  07/09/2018 04:03:37 PM

To:  monaglej@skitsap.wednet.edu

Subject:  WSPA Bylaw Update: Membership Dues Voting

Attachments:  Summary_of_Recommended_changes_to_WSPA_Bylaws_JULY_2018.pdf    
 

Hello WSPA Members, 

Thank you for your membership to the Washington School Personnel Association.  With members like you, we are able to
provide a sustainable professional community for human resource professionals across the State of Washington. Only through your
support can we continue to offer dynamic, relevant, and meaningful professional development as well as advocate for legislative
action that supports education and WSPA endorsed initiatives.

WSPA is committed to providing the most affordable membership rate of all statewide professional service organizations. The
WSPA Board has carefully and thoughtfully reviewed its membership practices and we are recommending a small increase to our
annual membership fees for the 2018-2019 year. This is the first recommended membership fee increase since 2006. This
will allow us the capacity to strengthen our legislative advocacy by providing a dedicated lobbyist advocating specifically for our
members and issues facing our districts.

Individual memberships will increase from $125 to $175 annually

Retiree and Associate memberships will increase from $50 to $100 annually

District memberships will increase from $1100 to $1500 annually

We respectfully ask for your consideration of this recommendation and encourage your participation in the membership vote. The
associated language changes to the WSPA Bylaws are attached for your review and consideration.

The link for the voting form is found below and is also available at our website at www.wspa.net 

WSPA Bylaw Updates: Membership Dues Vote 2018

You must login to vote and you may only vote once.

Voting will remain open through the close of business on Friday, July 13, 2018.

Thank you,

Washington School Personnel Association

This email was sent to monaglej@skitsap.wednet.edu by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uVbnSnpt4dbDm8YMvkJDRk4-3D_V-2B16v-2BSh-2FZV8VasV5DOujIMOMq01m3eCCQLLfkBf-2FZT3GebNyL9ecs-2B9LGzPl-2Bw905BTS0qnbm6YXhzO8rCpPrghup57JoURYVpMglTVyRz93nGbm1NaTRLXLbqcgLixVY8Z5DV2EO-2FO-2BqWYkzEMZQzpq9Q6nEwXv2ZRIwIvi-2Bpbu0y04UiDhRElk9WJkVrgr-2BoHFpbfWWmhz-2BxLDjQuyurc-2Bn-2B3UZG3ECihYGX99k9HLNB4kbSF7Qloqf1t6pdxnH9gqFnVxIyaS26ZuuD-2FHM2djQv4MdbK1KM2yF6ca7P4uIABKTrU95PDe-2FmiWhNXHMRyTNxH0WrSZqgvly0siQ-3D-3D
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Summary of Recommended changes to WSPA Bylaws 

July 2018 
 
Constitution – Article II - Organizations 

 
Membership 
Membership in the Association is established in the following categories as defined in the 
bylaws: 

1. Active Membership 
2. Retired Membership 
3. Honorary Membership 
4. Associate Membership   
5. District Membership 
6. Promotional Membership 

 
 
Bylaws - Article IV – Membership 

 
Membership in the Association shall be defined as follows: 
 

1. Active Membership:  Active membership in the Association shall be for those 
individuals with responsibilities for personnel administration and related functions 
in public, private, or post-secondary school systems, or that have interest in 
personnel administration. It shall also include those employed in professional-
technical positions in personnel-related fields including, but not limited to, 
employee relations, data processing, employee benefits, salary administration, 
staff selection, or substitute operations.  Only active members have the right to 
vote. 
 

2. Retiree Membership:  Retiree membership in the Association shall be for those 
individuals who have been active members of the Association and have retired.  
All retiring active members will be recognized with a plaque at the annual 
conference. 

 
3. Lifetime Membership (Honorary):  A lifetime membership shall be awarded to an 

individual for meritorious service in school personnel work.  Such an award will be 
recommended by the Board and authorized by a majority vote of active members 
present at a regular Association meeting.  Honorary members will be afforded the 
following privileges: 
a. Lifetime dues at no cost; 
b. Receipt of regular association communication and 
c. Special recognition as determined by the Board. 

 
4. Associate Membership:  Membership shall be opened to individuals serving in 

the capacity of administrative intern, consultant, and others with focus upon 
personnel functions as recommended by the Board. 
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5. District Membership: A district membership includes all of the benefits of an 
active membership, however is for those districts who would like to have up 
to 10 employees receive all WSPA communications. In addition all district 
employees are eligible for the reduced membership rate for all WSPA events. 
District employees outside of the 10 identified members will received the 
reduced rate for all WSPA events, but are not eligible to vote and are not 
eligible for WSPA program scholarships and grants. 

 
6. Promotional Membership: A promotional membership shall be awarded to 

an individual for participation in an identified WSPA event. Promotional 
memberships shall be for one membership year only. Such promotional 
memberships will be recommended and authorized by the Board.  

 
 
 
Bylaws - Article VII – Dues 

 
The dues for active membership are $125.00 per year, payable to the Association.   For members 
who have been active at least five (5) years in the Association, dues will be waived for the first 
year following retirement and will receive the retiree membership pricing thereafter. The 
membership year runs September 1- August 31 annually.  
 
Membership dues are as follows, payable to the Association:  

 Individual memberships: $175 annually 
 Retiree and Associate memberships: $100 annually 

 District memberships: $1500 annually 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  07/11/2018 10:03:05 AM

To:  monaglej@skitsap.wednet.edu

Subject:  WSPA Bylaw Update: Membership Dues Voting

Attachments:  Summary_of_Recommended_changes_to_WSPA_Bylaws_JULY_2018.pdf    
 

Hello WSPA Members, 

Thank you for your membership to the Washington School Personnel Association.  With members like you, we are able to
provide a sustainable professional community for human resource professionals across the State of Washington. Only through your
support can we continue to offer dynamic, relevant, and meaningful professional development as well as advocate for legislative
action that supports education and WSPA endorsed initiatives.

WSPA is committed to providing the most affordable membership rate of all statewide professional service organizations. The
WSPA Board has carefully and thoughtfully reviewed its membership practices and we are recommending a small increase to our
annual membership fees for the 2018-2019 year. This is the first recommended membership fee increase since 2006. This
will allow us the capacity to strengthen our legislative advocacy by providing a dedicated lobbyist advocating specifically for our
members and issues facing our districts.

Individual memberships will increase from $125 to $175 annually

Retiree and Associate memberships will increase from $50 to $100 annually

District memberships will increase from $1100 to $1500 annually

We respectfully ask for your consideration of this recommendation and encourage your participation in the membership vote. The
associated language changes to the WSPA Bylaws are attached for your review and consideration.

The link for the voting form is found below and is also available at our website at www.wspa.net 

WSPA Bylaw Updates: Membership Dues Vote 2018

You must login to vote and you may only vote once.

Voting will remain open through the close of business on Friday, July 13, 2018.

Thank you,

Washington School Personnel Association

This email was sent to monaglej@skitsap.wednet.edu by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uVbnSnpt4dbDm8YMvkJDRk4-3D_V-2B16v-2BSh-2FZV8VasV5DOujIMOMq01m3eCCQLLfkBf-2FZT3GebNyL9ecs-2B9LGzPl-2Bw905BTS0qnbm6YXhzO8rCpPrghup57JoURYVpMglTVyRy48e66zRymZMsKm7Eq0FHnQgmb4TUV5Kq63dr4G0wJkNwrQOVnRrk3LzZk7dabhX-2FBh8W7tnwkKYkdUjbr8LAJ6Q8w3iSwmvTz6ZgbnPiNTcCu9S-2Fq4dnZNQqZIJWQL3DS2ZiVphPWwTB8OPj8zN719KUigG7gZpwT09XBg4LdyLvrWsEYZNsBO-2FaDCN-2F7nXJ6eR2VZ5TVth8h8EjMqYF0ZONditBTbDVD3pfsXHu2-2FA-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=8Cevf6VcjoH-2FQiPZS5m18alKD38JFs23dWHrM-2Bp3ohFWnThWQrjLzfBmcaj5fmUwDpccGSdq13mxyEzQfn4AOmg3jSsv-2B3-2BXAeK2Oeayj-2F4OteUNSHr0rPcpmn3SuU9T_V-2B16v-2BSh-2FZV8VasV5DOujIMOMq01m3eCCQLLfkBf-2FZT3GebNyL9ecs-2B9LGzPl-2Bw905BTS0qnbm6YXhzO8rCpPrghup57JoURYVpMglTVyRy48e66zRymZMsKm7Eq0FHnQgmb4TUV5Kq63dr4G0wJkNwrQOVnRrk3LzZk7dabhX-2FBh8W7tnwkKYkdUjbr8LAJiFZtYzX3yPCZTsjGGt6OV5Qve183q0QqDm-2BwtxSfsRM-2BvEyZwpiNOof0qJDvmMOZo8LrPZsQpEe-2BdLIdKzASpzY7ERL5ucPgcSK4YB-2FEO35yBaLQNn-2FTqQTTtAni0CesxgdSW8xahXKyWpLruC00hg-3D-3D
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Summary of Recommended changes to WSPA Bylaws 

July 2018 
 
Constitution – Article II - Organizations 

 
Membership 
Membership in the Association is established in the following categories as defined in the 
bylaws: 

1. Active Membership 
2. Retired Membership 
3. Honorary Membership 
4. Associate Membership   
5. District Membership 
6. Promotional Membership 

 
 
Bylaws - Article IV – Membership 

 
Membership in the Association shall be defined as follows: 
 

1. Active Membership:  Active membership in the Association shall be for those 
individuals with responsibilities for personnel administration and related functions 
in public, private, or post-secondary school systems, or that have interest in 
personnel administration. It shall also include those employed in professional-
technical positions in personnel-related fields including, but not limited to, 
employee relations, data processing, employee benefits, salary administration, 
staff selection, or substitute operations.  Only active members have the right to 
vote. 
 

2. Retiree Membership:  Retiree membership in the Association shall be for those 
individuals who have been active members of the Association and have retired.  
All retiring active members will be recognized with a plaque at the annual 
conference. 

 
3. Lifetime Membership (Honorary):  A lifetime membership shall be awarded to an 

individual for meritorious service in school personnel work.  Such an award will be 
recommended by the Board and authorized by a majority vote of active members 
present at a regular Association meeting.  Honorary members will be afforded the 
following privileges: 
a. Lifetime dues at no cost; 
b. Receipt of regular association communication and 
c. Special recognition as determined by the Board. 

 
4. Associate Membership:  Membership shall be opened to individuals serving in 

the capacity of administrative intern, consultant, and others with focus upon 
personnel functions as recommended by the Board. 
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5. District Membership: A district membership includes all of the benefits of an 
active membership, however is for those districts who would like to have up 
to 10 employees receive all WSPA communications. In addition all district 
employees are eligible for the reduced membership rate for all WSPA events. 
District employees outside of the 10 identified members will received the 
reduced rate for all WSPA events, but are not eligible to vote and are not 
eligible for WSPA program scholarships and grants. 

 
6. Promotional Membership: A promotional membership shall be awarded to 

an individual for participation in an identified WSPA event. Promotional 
memberships shall be for one membership year only. Such promotional 
memberships will be recommended and authorized by the Board.  

 
 
 
Bylaws - Article VII – Dues 

 
The dues for active membership are $125.00 per year, payable to the Association.   For members 
who have been active at least five (5) years in the Association, dues will be waived for the first 
year following retirement and will receive the retiree membership pricing thereafter. The 
membership year runs September 1- August 31 annually.  
 
Membership dues are as follows, payable to the Association:  

 Individual memberships: $175 annually 
 Retiree and Associate memberships: $100 annually 

 District memberships: $1500 annually 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  07/11/2018 10:04:42 AM

To:  finnie@skschools.org

Subject:  WSPA Bylaw Update: Membership Dues Voting

Attachments:  Summary_of_Recommended_changes_to_WSPA_Bylaws_JULY_2018.pdf    
 

Hello WSPA Members, 

Thank you for your membership to the Washington School Personnel Association.  With members like you, we are able to
provide a sustainable professional community for human resource professionals across the State of Washington. Only through your
support can we continue to offer dynamic, relevant, and meaningful professional development as well as advocate for legislative
action that supports education and WSPA endorsed initiatives.

WSPA is committed to providing the most affordable membership rate of all statewide professional service organizations. The
WSPA Board has carefully and thoughtfully reviewed its membership practices and we are recommending a small increase to our
annual membership fees for the 2018-2019 year. This is the first recommended membership fee increase since 2006. This
will allow us the capacity to strengthen our legislative advocacy by providing a dedicated lobbyist advocating specifically for our
members and issues facing our districts.

Individual memberships will increase from $125 to $175 annually

Retiree and Associate memberships will increase from $50 to $100 annually

District memberships will increase from $1100 to $1500 annually

We respectfully ask for your consideration of this recommendation and encourage your participation in the membership vote. The
associated language changes to the WSPA Bylaws are attached for your review and consideration.

The link for the voting form is found below and is also available at our website at www.wspa.net 

WSPA Bylaw Updates: Membership Dues Vote 2018

You must login to vote and you may only vote once.

Voting will remain open through the close of business on Friday, July 13, 2018.

Thank you,

Washington School Personnel Association

This email was sent to finnie@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uVbnSnpt4dbDm8YMvkJDRk4-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0m4BqcSbaLcKwvT4sZ1o5wEyLYgAxJnsW8gdo7kVxF9kSr5TZRVsU-2BciwlPiKLq0SRSLRq7eKzsCIQEqQKMc1n6-2FgL6zBP5VdcXwQo1NclzqCxOO84-2FnSi-2B-2BVm5XzNiHT9Li1gNX37zHymsVP8NOuxI3KYzun7vCb-2BaJAQ3m9Unlq0QLQ0n-2FEXDjCCmSCrgVU9QnjsH8HoFZgqduKj8OusjwXt0exHn-2Bqtw2I58XQr1MeC9oDKEYTRcZ1JNW1Y81FA-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=8Cevf6VcjoH-2FQiPZS5m18alKD38JFs23dWHrM-2Bp3ohFWnThWQrjLzfBmcaj5fmUwDpccGSdq13mxyEzQfn4AOmg3jSsv-2B3-2BXAeK2Oeayj-2F4OteUNSHr0rPcpmn3SuU9T_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0m4BqcSbaLcKwvT4sZ1o5wEyLYgAxJnsW8gdo7kVxF9kSr5TZRVsU-2BciwlPiKLq0SRSLRq7eKzsCIQEqQKMc1n4JKsXGc9UDWq5PNgiPVtg7WaVHFV5rfApKt-2Bzze25M19rSQV0lhLUhHEjRc-2BD2dRX050FPxOPVv4jpbzJUKQhDO-2ByWz2zOZn3W0alyz-2BScVtNVL9-2FXMPrTExQ-2F18xwzwx8DY-2FY-2BFVg7PVCK181FriYxARF6rFif9CY8ytu29E6IQ-3D-3D
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https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0m4BqcSbaLcKwvT4sZ1o5wEyLYgAxJnsW8gdo7kVxF9kSr5TZRVsU-2BciwlPiKLq0SRSLRq7eKzsCIQEqQKMc1n6S02qPgF2Q3qd47wASq5fSXOqdKzFonwJ1PqMUMJwtb06kH-2FSFmNO55GeSVUNLmNHj9bIYDUONoKk2doKSLOaznMfU2Li-2FTRMiS-2BBirC2RwGa22iSsTVQnNXaO5AeKPdADaJ2Y5eZUwTm8xYmrOvBHOiYfB-2BycF7cB211cKH8TBw-3D-3D


 
Summary of Recommended changes to WSPA Bylaws 

July 2018 
 
Constitution – Article II - Organizations 

 
Membership 
Membership in the Association is established in the following categories as defined in the 
bylaws: 

1. Active Membership 
2. Retired Membership 
3. Honorary Membership 
4. Associate Membership   
5. District Membership 
6. Promotional Membership 

 
 
Bylaws - Article IV – Membership 

 
Membership in the Association shall be defined as follows: 
 

1. Active Membership:  Active membership in the Association shall be for those 
individuals with responsibilities for personnel administration and related functions 
in public, private, or post-secondary school systems, or that have interest in 
personnel administration. It shall also include those employed in professional-
technical positions in personnel-related fields including, but not limited to, 
employee relations, data processing, employee benefits, salary administration, 
staff selection, or substitute operations.  Only active members have the right to 
vote. 
 

2. Retiree Membership:  Retiree membership in the Association shall be for those 
individuals who have been active members of the Association and have retired.  
All retiring active members will be recognized with a plaque at the annual 
conference. 

 
3. Lifetime Membership (Honorary):  A lifetime membership shall be awarded to an 

individual for meritorious service in school personnel work.  Such an award will be 
recommended by the Board and authorized by a majority vote of active members 
present at a regular Association meeting.  Honorary members will be afforded the 
following privileges: 
a. Lifetime dues at no cost; 
b. Receipt of regular association communication and 
c. Special recognition as determined by the Board. 

 
4. Associate Membership:  Membership shall be opened to individuals serving in 

the capacity of administrative intern, consultant, and others with focus upon 
personnel functions as recommended by the Board. 
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5. District Membership: A district membership includes all of the benefits of an 
active membership, however is for those districts who would like to have up 
to 10 employees receive all WSPA communications. In addition all district 
employees are eligible for the reduced membership rate for all WSPA events. 
District employees outside of the 10 identified members will received the 
reduced rate for all WSPA events, but are not eligible to vote and are not 
eligible for WSPA program scholarships and grants. 

 
6. Promotional Membership: A promotional membership shall be awarded to 

an individual for participation in an identified WSPA event. Promotional 
memberships shall be for one membership year only. Such promotional 
memberships will be recommended and authorized by the Board.  

 
 
 
Bylaws - Article VII – Dues 

 
The dues for active membership are $125.00 per year, payable to the Association.   For members 
who have been active at least five (5) years in the Association, dues will be waived for the first 
year following retirement and will receive the retiree membership pricing thereafter. The 
membership year runs September 1- August 31 annually.  
 
Membership dues are as follows, payable to the Association:  

 Individual memberships: $175 annually 
 Retiree and Associate memberships: $100 annually 

 District memberships: $1500 annually 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  07/11/2018 10:03:24 AM

To:  holsten@skitsap.wednet.edu

Subject:  WSPA Bylaw Update: Membership Dues Voting

Attachments:  Summary_of_Recommended_changes_to_WSPA_Bylaws_JULY_2018.pdf    
 

Hello WSPA Members, 

Thank you for your membership to the Washington School Personnel Association.  With members like you, we are able to
provide a sustainable professional community for human resource professionals across the State of Washington. Only through your
support can we continue to offer dynamic, relevant, and meaningful professional development as well as advocate for legislative
action that supports education and WSPA endorsed initiatives.

WSPA is committed to providing the most affordable membership rate of all statewide professional service organizations. The
WSPA Board has carefully and thoughtfully reviewed its membership practices and we are recommending a small increase to our
annual membership fees for the 2018-2019 year. This is the first recommended membership fee increase since 2006. This
will allow us the capacity to strengthen our legislative advocacy by providing a dedicated lobbyist advocating specifically for our
members and issues facing our districts.

Individual memberships will increase from $125 to $175 annually

Retiree and Associate memberships will increase from $50 to $100 annually

District memberships will increase from $1100 to $1500 annually

We respectfully ask for your consideration of this recommendation and encourage your participation in the membership vote. The
associated language changes to the WSPA Bylaws are attached for your review and consideration.

The link for the voting form is found below and is also available at our website at www.wspa.net 

WSPA Bylaw Updates: Membership Dues Vote 2018

You must login to vote and you may only vote once.

Voting will remain open through the close of business on Friday, July 13, 2018.

Thank you,

Washington School Personnel Association

This email was sent to holsten@skitsap.wednet.edu by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uVbnSnpt4dbDm8YMvkJDRk4-3D_nzn24k8Og3qOpeAqciW9IIIHxuLgABxfswdd7AR7tixupEu7uAg45jSZFo2aPwMvR0-2Bf3Ru9owbNrL14jDLWDFYxmk4Zjog6-2FOfhM1RyGCimGGLR9RJasvIVHTCCAlV-2BcrchKI3jjqt9q-2BKzI2GY95ti4QHZknV8j0pXSaHcyOdQFrx-2Fmu5T-2F5t-2B8czahZY8a-2Fn4F0-2FH1gwAbzOGtdanQkyl-2F2p6rijF5mZhLhDEPwuSWTAL2Ro0-2FLntU9D7DWWvxg5iJCQqjRHZYiIHaCV6X5KctwGgXVx5W7ig5pJc32CHrtQnDF3pmniMMxFf72MzmMOOY0oQXdyr0e4vtmHSXg-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=8Cevf6VcjoH-2FQiPZS5m18alKD38JFs23dWHrM-2Bp3ohFWnThWQrjLzfBmcaj5fmUwDpccGSdq13mxyEzQfn4AOmg3jSsv-2B3-2BXAeK2Oeayj-2F4OteUNSHr0rPcpmn3SuU9T_nzn24k8Og3qOpeAqciW9IIIHxuLgABxfswdd7AR7tixupEu7uAg45jSZFo2aPwMvR0-2Bf3Ru9owbNrL14jDLWDFYxmk4Zjog6-2FOfhM1RyGCimGGLR9RJasvIVHTCCAlV-2BcrchKI3jjqt9q-2BKzI2GY95ti4QHZknV8j0pXSaHcyOdQFrx-2Fmu5T-2F5t-2B8czahZY8aXKoqgbIrN6aqZ9LmxAv6xozJv-2BdeKTbWEl-2BD78vNLbm63BDEG3-2BSzZQsPbVYlCKpOQGWtWeSDKjpvwgzUybKULezaf99CGTEanbohMJQNSn-2FbWuT9CPH7g-2FIC14B0VfMtEXpzP2mHtOiQSl95lzbQ-3D-3D
mailto:holsten@skitsap.wednet.edu
mailto:admin@wspa.net
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGx7uCnXGkVA3QNWMafWm4IMaFUuEkQtNNdxOvXV46L9XewPuvW7AOkYVqNkB-2BVoBJOX-2BdICPOvFRykVj6nJHsnHg-3D-3D_nzn24k8Og3qOpeAqciW9IIIHxuLgABxfswdd7AR7tixupEu7uAg45jSZFo2aPwMvR0-2Bf3Ru9owbNrL14jDLWDFYxmk4Zjog6-2FOfhM1RyGCimGGLR9RJasvIVHTCCAlV-2BcrchKI3jjqt9q-2BKzI2GY95ti4QHZknV8j0pXSaHcyOdQFrx-2Fmu5T-2F5t-2B8czahZY8-2Bdo58AoPcqVxKruydPR0u30D9zUEumD8VjHbvhUJhnND8auBMgh2Qa95okKLU-2FLAngZWSpoRtHOxedCkzp55WJ3XVaF44dgCybBbwT-2Fu1cVTQxAEuECPCMahLng3qaO-2FkP0drX5Mn79mP32Y2lfaAw-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_nzn24k8Og3qOpeAqciW9IIIHxuLgABxfswdd7AR7tixupEu7uAg45jSZFo2aPwMvR0-2Bf3Ru9owbNrL14jDLWDFYxmk4Zjog6-2FOfhM1RyGCimGGLR9RJasvIVHTCCAlV-2BcrchKI3jjqt9q-2BKzI2GY95ti4QHZknV8j0pXSaHcyOdQFrx-2Fmu5T-2F5t-2B8czahZY8I0Je-2BOOBfSKY8UwViGxYzPhfT6EvNT1Y8-2BkkfVUHGQqSsVuwZ8yX-2Bt9yJ9-2FaNbbtHHfAaRKfumyvxMpGrCJUJIv1feik-2B3zuRYA54yIgMV9U1jkZGSVD-2FJAaS6qlzHshdb-2FaVnkDrZzOqXGS9bmiKg-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_nzn24k8Og3qOpeAqciW9IIIHxuLgABxfswdd7AR7tixupEu7uAg45jSZFo2aPwMvR0-2Bf3Ru9owbNrL14jDLWDFYxmk4Zjog6-2FOfhM1RyGCimGGLR9RJasvIVHTCCAlV-2BcrchKI3jjqt9q-2BKzI2GY95ti4QHZknV8j0pXSaHcyOdQFrx-2Fmu5T-2F5t-2B8czahZY8dkT7cNKhU-2FCX6IyW-2Bi4F9udjQRBTkpCIOMuFfHba30MCjdy-2BDwCIYobbAT4ps5eUrOJP6Hz5BWuSpG4J-2FU-2FBiMjpkHnIHJ-2BuRtNaFlww74bM37EnfSk12ZzLyi9g7gNYOGXCJ5Soi7A6LYs7Iru6Xw-3D-3D


 
Summary of Recommended changes to WSPA Bylaws 

July 2018 
 
Constitution – Article II - Organizations 

 
Membership 
Membership in the Association is established in the following categories as defined in the 
bylaws: 

1. Active Membership 
2. Retired Membership 
3. Honorary Membership 
4. Associate Membership   
5. District Membership 
6. Promotional Membership 

 
 
Bylaws - Article IV – Membership 

 
Membership in the Association shall be defined as follows: 
 

1. Active Membership:  Active membership in the Association shall be for those 
individuals with responsibilities for personnel administration and related functions 
in public, private, or post-secondary school systems, or that have interest in 
personnel administration. It shall also include those employed in professional-
technical positions in personnel-related fields including, but not limited to, 
employee relations, data processing, employee benefits, salary administration, 
staff selection, or substitute operations.  Only active members have the right to 
vote. 
 

2. Retiree Membership:  Retiree membership in the Association shall be for those 
individuals who have been active members of the Association and have retired.  
All retiring active members will be recognized with a plaque at the annual 
conference. 

 
3. Lifetime Membership (Honorary):  A lifetime membership shall be awarded to an 

individual for meritorious service in school personnel work.  Such an award will be 
recommended by the Board and authorized by a majority vote of active members 
present at a regular Association meeting.  Honorary members will be afforded the 
following privileges: 
a. Lifetime dues at no cost; 
b. Receipt of regular association communication and 
c. Special recognition as determined by the Board. 

 
4. Associate Membership:  Membership shall be opened to individuals serving in 

the capacity of administrative intern, consultant, and others with focus upon 
personnel functions as recommended by the Board. 
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5. District Membership: A district membership includes all of the benefits of an 
active membership, however is for those districts who would like to have up 
to 10 employees receive all WSPA communications. In addition all district 
employees are eligible for the reduced membership rate for all WSPA events. 
District employees outside of the 10 identified members will received the 
reduced rate for all WSPA events, but are not eligible to vote and are not 
eligible for WSPA program scholarships and grants. 

 
6. Promotional Membership: A promotional membership shall be awarded to 

an individual for participation in an identified WSPA event. Promotional 
memberships shall be for one membership year only. Such promotional 
memberships will be recommended and authorized by the Board.  

 
 
 
Bylaws - Article VII – Dues 

 
The dues for active membership are $125.00 per year, payable to the Association.   For members 
who have been active at least five (5) years in the Association, dues will be waived for the first 
year following retirement and will receive the retiree membership pricing thereafter. The 
membership year runs September 1- August 31 annually.  
 
Membership dues are as follows, payable to the Association:  

 Individual memberships: $175 annually 
 Retiree and Associate memberships: $100 annually 

 District memberships: $1500 annually 
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From:  admin@wspa.net

Sent time:  07/13/2018 10:09:16 AM

To:  

aallen@nkschools.org; jbelaski@psesd.org; mcarter@bethelsd.org; lcoady@hoquiam.net; coxt@wvsd208.org; vdominguez@auburn.wednet.edu;
draganova@tukwila.wednet.edu; agalloway@auburn.wednet.edu; garciap@wvsd208.org; genglere@tukwila.wednet.edu;
holsten@skitsap.wednet.edu; jeromes@tukwila.wednet.edu; djordan2@nthurston.k12.wa.us; rkoplan@lopez.k12.wa.us;
krista.maher@kelsosd.org; kmcneil@bethelsd.org; armontgome@bethelsd.org; spartain@fwps.org; cpatten@fwps.org; tavisp@wapatosd.org;
mristine@fwps.org; anna.roller@kelsosd.org; humanresources@sw.wednet.edu; biestie_7@yahoo.com; tyson.vogeler@greenmountainschool.us;
karenw@ckschools.org

Cc:  jrausch@wspa.net

Subject:  HELP I: Thank you, clock hours, and conference survey.

Attachments:  HELP_Clock Hours Summer 2018.pdf    
 

Hello HELP I team,
 
Congratulations on completing your first session of HELP!
We appreciate that you took time out of your busy schedules to join us.  We loved meeting each of you and hope you had a
great experience this week. We ask that you please take a moment to complete our conference survey so that we can be sure
to make our next event just as meaningful and relevant.
The conference survey may be found online at: https://www.surveymonkey.com/r/HELP12018
For those of you who signed in for clock hours, the clock hour form is attached for you to complete and to keep for your records.
Thank you, and have a wonderful weekend!

Jennifer
 

Jennifer Tottenham
Program Coordinator
Washington School Personnel Association
PO Box 1600  Anacortes, Washington 98221
Phone: 360‐825‐1415/Fax: 253‐736‐0333
http://www.wspa.net/

 
 
 
 
 

https://www.surveymonkey.com/r/HELP12018
http://www.wspa.net/
https://www.facebook.com/Washington-School-Personnel-Association-437802873042746/timeline/?ref=aymt_homepage_panel
https://www.linkedin.com/company/washington-school-personnel-association?trk=biz-companies-cym


This form should be retained by the holder for possible dispute (WAC 181-85-085) 

 
PO Box 1600      Anacortes, WA 98221      360-825-1415 

 

WASHINGTON STATE CLOCK HOUR REGISTRATION FORM  
 

Use this form to verify your attendance at an approved clock hour offering outlined in Section II below.  This form must be retained by the 
individual as verification of attendance.  It is the individual’s responsibility to maintain accurate records for compliance with certification 
regulations.  DO NOT USE THIS FORM IF YOU ARE RECEIVING COLLEGE CREDIT FOR THIS PROGRAM.   
 

PARTICIPANTS MUST SIGN THE CLOCK HOUR ATTENDANCE LIST IN ORDER TO RECEIVE CLOCK HOURS. 

Section 1 – Information – Participant                                                          Please Print and Use Pen 
Only 

Legal Name (Last, First, Middle) 

 
Maiden or Former Name 
 
 

Date of Birth (m,d,y) 
 

 

Social Security No. (optional) Washington Certificate No. (optional)     Female 
                         Male 

Home Address (Street, City, State, Zip Code) 

 
 
 

Telephone Numbers 
 
Home       
 
Business 

  

Section II – Clock Hour Provider  

Clock Hour Class Title: 

WSPA HELP Course Levels I, II, III    
Name of Instructors: 

Curtis Leonard / Various Others 
Total Number of Clock Hours Available 

34 
First Day of Class/Offering 

7/9/2018 
Last Day of Class/Offering 

7/13/2018 
Sponsoring Provider Name (Agency Granting Clock Hours) 

Washington School Personnel Association 
Business Telephone Number 

360-825-1415 
Provider Address 

PO Box 1600 Anacortes, WA 98221 
Sponsoring Provider Contact Person 

Jennifer Tottenham, Program Coordinator  
Telephone Number 

360-825-1415 
  

Section III – Affidavit of Participant 

  
I,        , swear/affirm that I earned    clock hours for actual attendance at 
the above Clock Hour Class Title.  I am not applying for college/university credit for this program.  I also certify (declare) under penalty of 
perjury under the laws of the State of Washington that the foregoing is true and correct.  The intentional misrepresentation of a material fact 
in this form subjects the holder to revocation of his/her certificate pursuant to Chapter 181-85 WAC.   
 
 
             
 Original Signature of Participant     Date 

 

Section IV – Clock Hour Provider - Verification 

 
When signed by the approved class sponsor or instructor, this form serves as a transcript or letter documenting eligible credits as required by 
WAC 392-121-280(3). 

        7/13/2018 

Original Signature of Class Sponsor/Instructor        Date 
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From:  Joan Gribskov <Joan.Gribskov@rsd.edu>

Sent time:  07/16/2018 11:03:37 AM

To:  

aallen@nkschools.org; jbelaski@psesd.org; mcarter@bethelsd.org; lcoady@hoquiam.net; vdomniguez@auburn.wednet.edu;
draganova@tukwila.wednet.edu; agalloway@auburn.wednet.edu; garciap@wvsd208.0rg; genglere@tukwila.wednet.edu;
holsten@skitsap.wednet.edu; djordan2@nthurston.k12.wa.us; rkoplan@lopez.k12.wa.us; krista.maher@kelsosd.org; kmcneil@bethelsd.org;
armontgome@bethelsd.org; spartain@fwps.org; cpatten@fwps.org; tavisp@wapatosd.org; mristine@fwps.org; anna.roller@kelsosd.org;
humanresources@sw.wedned.edu; tyson.vogeler@greenmountainschool.us; karenw@ckschools.org; DIANA_THOMAS@sumnersd.org

Subject:  PowerPoint Presentation

Attachments:  WSPA HELP 2018.pptx    
 

Thank you all again for your participation in the session last Thursday – I hope you were able to find a nugget or
two of value from the presentation.  I’ve attached a copy for your reference.
 
All the best in your future endeavors!
 
Joan
 
Joan Gribskov
Safety Manager
 
Richland School District
615 Snow Avenue
Richland, WA  99352
509‐967‐6011 (office)
509‐942‐2448 (fax)
509‐727‐6747 (cellular)
 
NOTICE OF PUBLIC DISCLOSURE: This e-mail account is public domain. Any correspondence from or to this e-mail account
may be a public record. Accordingly, this e-mail, in whole or in part, may be subject to disclosure pursuant to RCW 42.56,
regardless of any claim of confidentiality or privilege asserted by an external party.



HR Negotiation, Recruitment, Selection & 
Orientation

WSPA HELP – Summer 2018
Puget Sound ESD, Renton, WA
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Introductions

• Who you are

• Where you work

• What you do

• Why you do it

• Something from your HR career of which you are most proud.
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Premise

1. HR Leaders spend a significant amount of time negotiating solutions to 
complex problems.

2. A common vocabulary around negotiation will provide a framework for 
systemic growth among leaders. 

3. There are best practices for negotiation and conflict management that are 
useful and easily adaptable for the school (or district) setting.

4. Leaders need to take time to reflect on leadership, but often don’t do so.
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4

What is negotiation?
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Negotiation is…

…a basic means of getting what you want from others.

5 Radical Minutes:

Think about times where you have had to negotiate.

Pick one that was especially challenging and/or unsuccessful. 

Negotiation is not always a negative activity – if parties can find a “win-win”

IT IS NOT ALWAYS ABOUT MONEY
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Today
• Part One – Negotiation is more than Collective Bargaining (Around 60 minutes)

• Positions vs. Interests

• What is a BATNA?

• Styles of Negotiation (Positional vs. Principled)

• The idea of Power in a Negotiation

• Negative Tactics 

• Getting to YES

• Part Two – The Life Cycle of an Employee (Around 90 minutes)

• Recruiting

• Hiring

• Onboarding

• Retaining

• Growing

8

W
S

P
A

 H
E

LP
 2

01
8.

pp
tx



Positions vs. Interests

• Positions are what the other side 
tells you they want

• Interests are what the other side 
really wants (and values)

• Interests and Positions are generally 
NOT the same…
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Interests are 
not always 

clear

• Two kids, Lucy and Loni, want the last 
orange in the kitchen. 

• Mom says “ok, one of you cut the 
orange in half and the other can 
choose which half they want”

• Kids are only partially satisfied with 
this solution. Loni starts to cry. 

• Position = They each want the Orange

• Interests = Unclear

• All Mom knows is that her solution to 
cut the orange in half didn’t 
completely resolve the issue. And 
made Loni cry. 
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Satisfaction 
Ratings

• Mom had the girls cut the orange in 
half…both get half of the orange.

• But were only 50% satisfied

• This means their interests were not 
completely met – this happens 
sometimes in negotiation. 

• Without communication, mom can’t 
know each kid’s interest and what 
might make a better solution. 

11

W
S

P
A

 H
E

LP
 2

01
8.

pp
tx



The two kids had different interests

• Turns out, one wanted orange juice and the 
other needed the orange peel in order to make 
a cake. 

• By communicating, and negotiating, a better 
solution that satisfies everyone’s interests can 
be reached.

Interests

MOM = Kids that aren’t fighting over an orange

LONI = A glass of fresh OJ

LUCY = Peel for her cake recipe

12
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BATNA
Best Alternative To a Negotiated Agreement
• Ask yourself… “what would happen if we reached no agreement?”

• What are your options if you fail to reach agreement during a negotiation?

• No deal is generally better than a bad deal (but both can be “degrees of bad”)

• Sometimes, your BATNA is better than reaching a deal

• Knowing your BATNA means knowing what you’d do or what will happen if you do not reach agreement

• It is critical to know your BATNA before entering into any negotiation

• Example #1:

• The price of a used car is $10,000 on Car Lot A

• You can find the same car on cars.com for $9500

• When you negotiate with the used car salesman, $9500 is your BATNA. 

• If you can’t negotiate a better deal than $9500 from the salesman, you walk away and buy the car on line. 

• BATNA’s can be strong or weak, and change as negotiations progress.
13
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BATNA
Best Alternative To a Negotiated Agreement
• BATNA’s

• Protect you from accepting terms that are too unfavorable

• Protect you from rejecting terms that it would be in your interest to accept. 

• Proposed Agreement > BATNA, take the agreement

• Proposed Agreement < BATNA suggests continued negotiation or “go to your BATNA”, which might be to 
walk away from the negotiation

• Example #2:

• An employee is negotiating salary with his/her supervisor.

• Opening positions – the employee wants a 5% raise, the supervisor wants no raise

• The Cost of Living Adjustment (COLA) for the past year is 2%.

• What is the employee’s BATNA?

• What is the employer’s BATNA?
14
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BATNA
Best Alternative To a Negotiated Agreement
• Determining your BATNA takes intentional preparation:

• Brainstorm a list of all alternatives that might be considered if you can’t reach an agreement

• The employee wanting a 5% raise could have a variety of “BATNA’s”:

• Quit and find another job

• Fold and accept the supervisor’s decision

• Mobilize and get labor support to accelerate the negotiation

• Present job-alike comparisons from other employers

• Go on strike

• Publicize the state of negotiations

• Etc.

• The BATNA is the best from the list as you determine from your own preparation

• Options may be more appealing later in a negotiation. 
15
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Styles of Negotiation
PROBLEM – POSITIONAL BARGAINING

What Game Should You Play?
SOLUTION – CHANGE THE GAME

Negotiate on the Merits

SOFT BARGAINING HARD BARGAINING PRINCIPLED BARGAINING

Make concessions to cultivate 
relationship

Demand concessions to cultivate the 
relationship

Separate the people from the problem

Change your position easily/strategically Dig into your position/entrench Focus on interests, not positions

Accept losses to reach agreement Demand losses to reach agreement Invent options for mutual gain

Insist on agreement Insist on your position Insist on using objective criteria

Relationship > Deal Deal > Relationship Requires Intentionality from all parties

• Consider similarities to Loose/Tight Leadership
• Know what “hills are worth dying on”
• Do your homework and be informed
• Keep your eye on the larger prize – a deal AND positive relationships vs. a deal OR positive relationships 

“If you want a deal bad enough, you’ll make one”
16
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Preparing for a Negotiation
1. What if they are more powerful?

• Negotiate on merits, not emotion

• Develop a strong BATNA to increase your 
negotiating power

• Protect you from making a bad deal and maximize 
your assets

• Think about:

• The cost of using a “bottom line” or “take it or 
leave it” approach

• Judging offers against your BATNA

• What happens if you tell the other party about 
your BATNA

• What might the other parties’ BATNA be?

• It is often useful to put yourself in the other 
chair when you prep for a negotiation
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Preparing for a Negotiation
2. What if they won’t play?

You control what you do. Not what they do. 

18
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Preparing for a Negotiation
3. What if they use dirty tricks?

• Tactics, in and of themselves, are designed to provoke a reaction from the other side. 

• In and of themselves, tactics aren’t inherently positive or negative. 

• Your reaction either validates or deflects the tactic

• This is VERY difficult in the heat of the negotiation

• Examples:

• Deliberate Deception (phony facts, ambiguous authority, dubious intentions, falsehoods)

• Psychological Warfare (Stressful situations, personal attacks, good cop/bad cop, threats, public rhetoric)

• Extreme Demands (ask for principled justification of positions until the point of ridiculous-ness)

• Circumvent Chain of Command

• Take it or leave it offers

• Refusal or surface negotiations (in the negotiation but not actively engaged)

19
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Preparing for a Negotiation
Things to Think About

• Your Interests and opening position(s)

• What you want and how you open negotiations might be two different things.

• For example, I might have a capacity to offer a X% stipend but open with a Y% value, where X > Y

• Their Interests and possible opening position(s)

• This is a guessing game…what do they want, and how might they start?

• Key Issues/Topics that An Agreement Must Address

• Like a table of contents of a deal…or a letter of agreement format

• Options 

• Brainstorm ways to meet each other’s interests as they become apparent

• Alternatives

• What happens if you do NOT reach an agreement. Of these alternatives, which is your BATNA? 
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Preparing for a Negotiation
Example: Buying a Boat off Craigslist

• Your Interests and opening position(s)

• I want the boat. It costs $8000. I have $6000 to spend. Blue Book is $7500. I will open at $5000. If I have to spend more than $600o 
to make the deal it will take me an extra month to raise the money. 

• Their Interests and possible opening position(s)

• They need to unload the boat to pay medical bills. They will accept $6000 for the boat but open at $8000.

• OR…they don’t really care if the boat sells or not. They will not accept lower than Blue Book’s $7500.

• OR…the boat has a hidden defect they are trying to pass on to you

• OR…

• Key Issues/Topics that An Agreement Must Address

• The sale price of the boat

• Will there be a mechanic’s inspection and/or seller warranty

• When will the boat be picked up

• Options 

• Does the seller need cash fast or are they not as motivated – this will drive strategy and is up to you to figure out.

• Alternatives

• My BATNA is that I save the $6000 and look for another boat – take my business elsewhere. 

• Their BATNA could be a variety of things. (This is an example of potential hard bargaining, since the deal > relationship).22
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“Getting to Yes”

• Harvard Negotiation Project

1. Don’t Bargain over Positions

2. Separate the People from the Problem

3. Focus on Interests, not Positions

4. Invent Options for Mutual Gain

5. Insist on Using Objective Criteria

6. Power

7. Negotiation Jujitsu

8. Identify and React to Negative Tactics

9. Tactics vs. Risk

10. Enhancing your Negotiating Power

23
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Talent and the New 
World Order
Finding, recruiting, hiring, and supporting new employees in a 
“buyers market” where there are more jobs than people to fill 
them.
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Premise

• Budgets drive everything. 

• Class Size Reduction dollars and changes in state funding have given districts latitude, 
within their own capacity, to add staff.

• This creates a buyers market, where potential employees can shop from district to 
district.

• As a result, candidate mobility is not what it once was, especially in rural locations.

• Discuss with an elbow partner the state of affairs of hiring in your own district.

• Are you having difficulty with teachers? Principals? Classified staff?

• What are you doing about it?

• What are possible creative solutions when the quantity of jobs > quantity of quality 
candidates? 
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 Most of a School District’s Budget is Personnel!
 85% directly tied to compensation

 Compensation is more than wage (think benefits)

 Affects all job classifications (Teachers and…)

 Hiring Outlook
 Certain endorsements more marketable than others

 SpEd, Itinerants, Foreign Language, Math/Science (STEM?)

 Jobs available in essentially all subject areas and levels

 2015-17 Biennium proposed 5000+ new teachers statewide
 Where? And where do we put them?

 Mobility matters

 Richland = FDK, Class Size Reduction, ~500 Students more annually

Budgets Drive Everything
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 Governor Inslee

 Senate

 House Democrats

 House Republicans

 McCleary Decision – fully fund public education K-12

 5000+ Teachers??

 COLA, no matter what it’s called

 BEST Grant/New Teacher Induction 
(http://www.k12.wa.us/BEST/InductionStandards/default.aspx) 

 Alternative Pathways (http://pathway.pesb.wa.gov/future-educators/alternative-
routes/provider-resources/block-grants) 

 Attrition of teachers exiting 

 Hard to fill positions and salary enhancements

THE BUDGET DANCE
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• 1968: First Collective Bargaining Agreement Negotiated (Tacoma)

• 1972: The first teacher’s strike (Aberdeen) 

• 1973: Evergreen teachers strike (Union officers jailed)

• 1976: Doran Decision I • Seattle School District sued the state after a levy failure. Thurston 
County Superior Court Judge Robert Doran issues a decision that the state had not 
sufficiently funded basic education and that the Legislature must define and fully fund basic 
education through “regular and dependable tax sources”, not local levies. 

• 1983: Doran Decision II • Seattle School District & 25 others sue again after budget cuts. 
Doran further defines “basic education” to include: 

• Special education programs for students with disabilities 

• Transitional bilingual education 

• Remediation assistance programs (LAP) 

• Pupil transportation for some 

• Vocational Education

To know the present, understand the 
past
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• 1992: EALR’s and WASL approved

• 1993: Basic Education Act amended to incorporate the new standards.

• 2000: I-728 Passed for Class Size Reduction & other improvements

• 2001: No Child Left Behind 

• 2007: McCleary family and other plaintiffs file suit in King County Superior 
Court.

To know the present, understand the 
past
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• 2010: Erlick Decision

• King County Superior Court finds for the McClearys and the plaintiff group

• 2010: Raise the Levy Lid 

• 24 to 28% tax rate minimum (90 grandfathered districts between 28 and 38%) 

• Levy Cliff in 2018

• 2012: State Supreme Court rules for McCleary

• 2014: State Supreme Court asks to see full basic ed funding plan by April

• 2014: State Supreme Court finds Legislature in Contempt

• 2015: State Supreme Court issues a $100,000/day fine against the 
legislature for contempt and not funding the “paramount duty”

• 2017: Legislature still not united on a budget that meets Supreme Court 
expectations

To know the present, understand the 
past
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• 2010: Erlick Decision

• King County Superior Court finds for the McClearys and the plaintiff group

• 2010: Raise the Levy Lid 

• 24 to 28% tax rate minimum (90 grandfathered districts between 28 and 38%) 

• Levy Cliff in 2018

• 2012: State Supreme Court rules for McCleary

• 2014: State Supreme Court asks to see full basic ed funding plan by April

• 2014: State Supreme Court finds Legislature in Contempt

• 2015: State Supreme Court issues a $100,000/day fine against the 
legislature for contempt and not funding the “paramount duty”

• 2017: Legislature still not united on a budget that meets Supreme Court 
expectations

To know the present, understand the 
past
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• 2018: 

• Elimination of the State Salary Schedule by 2019-2020

• Elimination of the State “Mix Factor” for Salary Calculations 

• Local Bargaining for new salary schedules for teachers

• Raise limits not to exceed Consumer Price Index (Seattle) ~3.1% for some Districts

• Housing Allocations for Some Districts @ 6, 12, 18, and 24%

NOW
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Discuss

• Is funding the only barrier to human resources work in a school district? 

• Is simply increasing funding the only way to value staff?

• Will increased funding directly translate to increased student outcomes?

• A critic says “you school people already get half the state budget and you can’t 
make it work!” How do you respond?
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 “Fit” Matters

• No job is better than a “bad fit”…even in this job market [Remember your BATNA]

• Every district (i.e., employer) looks for different things

• Interviews are reciprocal – candidates are interviewing you as much as you are interviewing them

 The Job Posting is full of clues to the specifics of the position

• Secondary more than Elementary (the Elementary “Pool”)

 Relationships Matter

• Do candidates with pre-existing relationships (i.e., Substitutes) have preferential treatment in the
hiring process? Is this normal? Is this fair?

 Substitute Teaching and Student Teaching

• Steady Work

• Experience

• Relationship Building

The Job Search
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 Elementary

• In-Building Movement

• In-District Movement

• Hiring not site-specific

• HQ Matters

• Endorsements Matter less after 
K-8

• Reading/Literacy, etc. 

• In RSD, we place teachers after 
hire

 Secondary

• In-Building Movement

• In-District Movement

• Hiring is specific to individual 
positions

• Endorsements Critical

• MS Specialties

• In RSD, we place teachers during 
the hire practice

Elementary vs. secondary
Example: Richland pool hire process

36

W
S

P
A

 H
E

LP
 2

01
8.

pp
tx



 Badger Mountain Elementary School has a fourth grade opening.

 A Kindergarten teacher at Badger wants to move to 4th grade. This opens a 
Kindergarten that no one at Badger wants.

 A 5th grade teacher at Sacajawea Elementary School is mad at the principal and 
wants to move to Badger Kindergarten. This opens a 5th grade position at 
Sacajawea. No one in building takes it.

 A 7th grade science teacher at Enterprise Middle School is sick of middle 
schoolers and wants to go to elementary. 

 No one in-building or in-district wants Enterprise science. This is the position 
that outside candidates have a chance with. 

 This is how Badger Mountain 4th grade = Enterprise Science.

For example…Dominoes!
Each district is different – contract based
how does a 4th grade job equal a middle school job?

37

W
S

P
A

 H
E

LP
 2

01
8.

pp
tx



 The job posting tells candidates what is important to the organization

 The job posting tells candidates how to prioritize your skills

 The job posting should give candidates everything they need to start
processing interview questions

The Job Posting Matters…
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Tony Howard
Executive Director of Human Resources, Richland School District
615 Snow Avenue
Richland, Washington 99352

Dear Mr. Howard:

This letter is to express my interest in the open high school math position at
Southridge High School. After reviewing the job posting and researching your
district, I believe my skill set is potentially a good fit for the Kennewick School
District.

My ability to work collaboratively with colleagues is an area of strength. During
my student teaching experience, I co-designed a unit of study where students
created dough maps of the state of Washington. Together with my master
teacher and the rest of the social studies department, we developed a scoring
rubric and analyzed the common assessment data from our students.

What is wrong with this picture…
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Tony Howard
Executive Director of Human Resources, Richland School District
615 Snow Avenue
Richland, Washington 99352

Dear Mr. Howard:

This letter is to express my interest in the open high school math position at
Southridge High School. After reviewing the job posting and researching your
district, I believe my skill set is potentially a good fit for the Kennewick School
District.

My ability to work collaboratively with colleagues is an area of strength. During
my student teaching experience, I co-designed a unit of study where students
created dough maps of the state of Washington. Together with my master
teacher and the rest of the social studies department, we developed a scoring
rubric and analyzed the common assessment data from our students.

What is wrong with this picture…

BLAH BLAH BLAH
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 Keep it simple

 Educational Experience vs. Other Experience

• Tutoring at Sylvan Learning Center vs. Managing a Taco Bell

 Strong, Active Verbs

• “Designed and implemented a unit on the Lewis & Clark Trail.”

• “Differentiated Lewis & Clark Trail instruction for all learning levels”

• “Was on the Social Studies Committee”

 Avoid narratives

 The point: Candidates are trying to establish themselves as a quality candidate, 
so resume items should be specific to that cause

Resumes
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The Interview

 Research
 Candidates should already know the basic 

questions that will be asked as the clues are in 
the job description

 There should be tight alignment between your 
questions and the job duties

 Dress
 This matters! Candidates aren’t working in their 

yard, they are interviewing for a career.
 Assume good intentions
 Assume you are seeing the best a candidate can 

do

 Skype, Facetime, etc. are HORRIBLE ways to 
interview
 Candidates should come to interviews in person 

if at all possible
 There are exceptions – flying from the Philippines 

for a 60 minute teacher interview is not practical

 Don’t be afraid to go to candidates if you want 
to recruit from any distance
 Job fairs, university outreach, etc. 

 Questions
 OK to give preview time prior to interview.
 It’s not a closed book quiz and nerves are 

normal.
 Let candidates review questions and prepare 

answers prior – it will help see them, not their 
nerves

 Multiple Data Points
 Writing prompts

 Candidate forums

 Work Samples

 Reference Checks

 Interview team logistics
 Who is on the team

 How are they selected

 How are they trained? 

 Is there reliability between team members?

 Who makes the final decision? 
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 Candidates should know what is coming.

 Candidates should have 3-5 minutes worth of talking points per major content 
area that you can recall and speak to eloquently.

 The actual question is often less important than the topic the question refers to –
listen, think “oh, that’s a differentiation question” and answer it.

 Candidates should track what is asked and what is not being asked. This is what 
the “what questions do you have for us” component is for. 

• Example: Technology. They don’t ask a technology question, but that’s a big part of 
your lesson design. Ask them about technology at the end of the interview and share 
your specific example(s).

 Candidates will always feel nervous – that’s human nature. Preparation will make 
the interview manageable. Your customer service will help dictate whether 
successful candidates want to work for you!

What does “prepared for an interview” 
look and feel like?
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Activity – Teacher Hiring

1. Pairs or Triads

2. Brainstorm specific job duties for a teacher that a District would want to ensure 
are reflected in a job description.

3. Prioritize the top 8-10 in rank order of importance using consensus. 

4. Write an interview question for the first four job duties in your rank order.

5. Create a three-stage rubric for each question:

1. What would an exemplary answer look like?

2. What would an average answer look like?

3. What would a poor answer look like?

6. Be prepared to share at least one question and rubric with the class.
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Takeaways from today

• HR leaders negotiate daily. It is an art and a science. Don’t be afraid of it!

• Knowing your contingencies (i.e., BATNA) is a good way to be prepared for a 
negotiation when presented with one. 

• Don’t let tactics affect who you are, how you react, and the essence of your 
leadership. Tactics are only effective if they generate a negative reaction. 

• Hiring is hard! Especially in a market where candidates can choose from a variety 
of options and districts. 

• Hiring by nature is an exercise in disappointment. Interviewing six candidates 
means that, at best, five are rejected. HR leaders have an obligation to provide 
customer service and a clearly defined process for candidates as much as District 
staff. 
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Thank You

• Joan Gribskov, District Safety Manager

• joan.gribskov@rsd.edu

• (509) 967-6011

• Tony Howard, Executive Director of HR

• tony.howard@rsd.edu

• (509) 967-6029
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  07/17/2018 06:02:43 AM

To:  holsten@skitsap.wednet.edu

Subject:  WSPA Bylaw and Membership Dues: Voting Results
 

Hello WSPA members, 

Thank you for your participation in the recent vote regarding a recommended increase to our membership dues for the 2018-2019
membership year. 

The voting window is now closed and the membership has elected to APPROVE the updates to our Bylaw language and to move
forward with the increase in dues. Please note that the Board carefully and thoughtfully reviewed this recommendation and and
took this step to allow the capacity to strengthen our legislative advocacy by providing a dedicated lobbyist to advocate for our
members and issues facing our districts. 

Individual memberships will increase from $125 to $175 annually

Retiree and Associate memberships will increase from $50 to $100 annually

District memberships will increase from $1100 to $1500 annually

The new membership year begins September 1 and renewal notices will be sent to all members beginning in August. We do hope
that you will choose to continue your membership. 

Thank you,

Washington School Personnel Association 

This email was sent to holsten@skitsap.wednet.edu by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:holsten@skitsap.wednet.edu
mailto:admin@wspa.net
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxue5lYQRvYO434FrP88JyPC-2BlaX1C0n-2BYr7xtaJRhr1Urd8eyfuvnmeZBQS8wHK2hwk8pXHc33sZOweFEfY6s0Q-3D-3D_nzn24k8Og3qOpeAqciW9IIIHxuLgABxfswdd7AR7tixupEu7uAg45jSZFo2aPwMvR0-2Bf3Ru9owbNrL14jDLWDFYxmk4Zjog6-2FOfhM1RyGCi4G0VWx1eeCm-2B78srSOMZAqhmAaTjkNj9UhMBW1eDsthy54nvZHcII5OuDJ9hXT5RNGMkPqLc6fjQwZz6wUwGt-2FSDRmsMMMMCusdcwNjBtTX-2Fso1cDFQDn-2BaO2DvJmyaxDTVnQpcY-2FgN5TxgSZ9iHKhfNWCmMrgxAmFBmojJYP1Tuo7cLH07-2Bk-2BBtIuBeLRzD50OQC-2BLLLVF79I72ccDB0-2F-2FjxJztxLdvkGp4i1NEhdQ-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_nzn24k8Og3qOpeAqciW9IIIHxuLgABxfswdd7AR7tixupEu7uAg45jSZFo2aPwMvR0-2Bf3Ru9owbNrL14jDLWDFYxmk4Zjog6-2FOfhM1RyGCi4G0VWx1eeCm-2B78srSOMZAqhmAaTjkNj9UhMBW1eDsthy54nvZHcII5OuDJ9hXT5RNGMkPqLc6fjQwZz6wUwGth559D1KN9-2BONcsijQnKKCft97s8Oj3hPOVxOGGpN4uNPkV9lw0DikeaJobI-2BRiWB9hx9D09Ja-2BbExjCUZ6PCc0dULZxmAbp5hLs-2BGkliRa8Ipxxeikfpgo8M5DVS75uRUSQ2-2BwvCpqTSHW0D0cKzYA-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_nzn24k8Og3qOpeAqciW9IIIHxuLgABxfswdd7AR7tixupEu7uAg45jSZFo2aPwMvR0-2Bf3Ru9owbNrL14jDLWDFYxmk4Zjog6-2FOfhM1RyGCi4G0VWx1eeCm-2B78srSOMZAqhmAaTjkNj9UhMBW1eDsthy54nvZHcII5OuDJ9hXT5RNGMkPqLc6fjQwZz6wUwGtfBd0qOL3kRCTwDJ7DQ-2BGlXAzZEGRyIC4yDlIByOBEVbAw-2FQSHG7wggKblb6XQKiZ0XRWxp0nzqLNW90v7uKNTrBGifg30-2Fwb4woO1ZIkaG5aQhzaQdvHlnLIppO-2FNvH-2FnA8ZrTI0CSw2WfSZiIBV1Q-3D-3D


From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  07/17/2018 06:03:36 AM

To:  finnie@skschools.org

Subject:  WSPA Bylaw and Membership Dues: Voting Results
 

Hello WSPA members, 

Thank you for your participation in the recent vote regarding a recommended increase to our membership dues for the 2018-2019
membership year. 

The voting window is now closed and the membership has elected to APPROVE the updates to our Bylaw language and to move
forward with the increase in dues. Please note that the Board carefully and thoughtfully reviewed this recommendation and and
took this step to allow the capacity to strengthen our legislative advocacy by providing a dedicated lobbyist to advocate for our
members and issues facing our districts. 

Individual memberships will increase from $125 to $175 annually

Retiree and Associate memberships will increase from $50 to $100 annually

District memberships will increase from $1100 to $1500 annually

The new membership year begins September 1 and renewal notices will be sent to all members beginning in August. We do hope
that you will choose to continue your membership. 

Thank you,

Washington School Personnel Association 

This email was sent to finnie@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:finnie@skschools.org
mailto:admin@wspa.net
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxpdsInkdHaB5KLKbvoSi6Km9FUUOQxMUXaJhWIrxgCQcD9QEDfKWwPuHrjogeR9hFIBXY5LPOPHTCmUOCjjp57Q-3D-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0q7pMUphqLKlR-2BTGzBe-2BddNMqm2wUQEq9XLPx8qf-2F0dl0CfFlWYXfWU3i1glL1irWwDxO2-2Bzoz5748Nsj879oJPGTXWwuvqGCdEeIkWlKBLymtxNbqzYF-2FnbwRMK-2Bgu-2FSFLbbBZc2bKl8upi3OY2lBpuW3LNKgn1jJFSSAReBYWpS-2FMUiFBs2Bfs4E6xhU8hiKn9cqRBfkI9sViQTOnf-2FupOgQRWpmzLuh-2BHZPXvXrFIeDaXcALlCgOV3LcId5Av3A-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0q7pMUphqLKlR-2BTGzBe-2BddNMqm2wUQEq9XLPx8qf-2F0dl0CfFlWYXfWU3i1glL1irWwDxO2-2Bzoz5748Nsj879oJOltPZFfoR7-2FhPpqixP28QGoE5rrHLcX-2BYeSU-2BD-2BnEcpVsV-2FAehry4uZ6-2FI9NYziDZbC9tLzRJyrgKzW2hMo37iTR3C6hjlqjSRLlBUhh0UhXcQKLJaNjrYWM3V9ICmnJKReRbKpuS05Jm5-2B4-2Bf45IqkF7BTNBc4RtPbSijIa23hg-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0q7pMUphqLKlR-2BTGzBe-2BddNMqm2wUQEq9XLPx8qf-2F0dl0CfFlWYXfWU3i1glL1irWwDxO2-2Bzoz5748Nsj879oJP0JJEfGlzykCqvw7IFQ95Mot4w6OSceaoLuvwNEZ3BjiADnxHn1TmMsnUSksLabGyHqLZFd98FH4TKtyRyXAW3RAvuACRF2q0TZrYiJt-2Fu4o-2BBK55hx6jQwEbplDXaVZThI9YZ0eEkXIqdbjUY8GFo2g-2FrI76hMsQdJNBqTiCy9w-3D-3D


From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  07/17/2018 06:02:29 AM

To:  monaglej@skitsap.wednet.edu

Subject:  WSPA Bylaw and Membership Dues: Voting Results
 

Hello WSPA members, 

Thank you for your participation in the recent vote regarding a recommended increase to our membership dues for the 2018-2019
membership year. 

The voting window is now closed and the membership has elected to APPROVE the updates to our Bylaw language and to move
forward with the increase in dues. Please note that the Board carefully and thoughtfully reviewed this recommendation and and
took this step to allow the capacity to strengthen our legislative advocacy by providing a dedicated lobbyist to advocate for our
members and issues facing our districts. 

Individual memberships will increase from $125 to $175 annually

Retiree and Associate memberships will increase from $50 to $100 annually

District memberships will increase from $1100 to $1500 annually

The new membership year begins September 1 and renewal notices will be sent to all members beginning in August. We do hope
that you will choose to continue your membership. 

Thank you,

Washington School Personnel Association 

This email was sent to monaglej@skitsap.wednet.edu by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy
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https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_V-2B16v-2BSh-2FZV8VasV5DOujIMOMq01m3eCCQLLfkBf-2FZT3GebNyL9ecs-2B9LGzPl-2Bw905BTS0qnbm6YXhzO8rCpPrghup57JoURYVpMglTVyRwMcrBt2240lfwhwbcLQFRb-2FbvBUuSCy4ACBlcutM8PQiaF8jJGfU13Ox5G67I-2BI4sSp5gX1xf8oPVeryYExjVYjegduWADccpY7-2Fd0b5ni-2FVxAdLcMzBXFOgxSK-2BNRdWWUXzzdcvdA6AuEcoSjF1JiMqeitUtrmeKH4vAcXWbLmBR6-2F7pU4jF46mQ7EGSYR9s3rTl1AXZ-2BE0nxwy30dttYUgZafLgGCjcByKONQe76CQ-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_V-2B16v-2BSh-2FZV8VasV5DOujIMOMq01m3eCCQLLfkBf-2FZT3GebNyL9ecs-2B9LGzPl-2Bw905BTS0qnbm6YXhzO8rCpPrghup57JoURYVpMglTVyRwMcrBt2240lfwhwbcLQFRb-2FbvBUuSCy4ACBlcutM8PQiaF8jJGfU13Ox5G67I-2BI4sSp5gX1xf8oPVeryYExjVY108m-2FfkvhdXMBaEQalzIddlDREo48rz-2FV4J75mSq6hNQVgyb3Wa26gKWulWwxFloYAf8ubPLrWhxZApdyhKHRqs6oTcihJtnCX9n-2B5Y4jyfaqT-2FaKopokcolS6xff0ir9v7NJOrI8LHfwITH1cRelw-3D-3D


From:  finnie@skschools.org

Sent time:  07/24/2018 10:32:33 AM

To:  jensenv@skschools.org

Subject:  Activities Calendar

Attachments:  Activities Calendar.doc    
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Mission Statement 
 

Human Resources 
 

A team dedicated to improving 

student learning by recruiting, 

hiring, and supporting talented staff. 
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Updated 08/11/20 3 

 

Codes: 

 

ALL Personnel Staff ED Employment Specialist 

AD Administrators EA Executive Assistant 

CE Certificated Specialist ES Employment/Substitute Specialist 

CL Classified Specialist SS Substitute Specialist 

PS Personnelist Special-Cert/Class   

 

DAILY/ONGOING 

 

AD • Employment and Recruitment 

AD • Training 

AD • Compensation 

AD • Benefits 

AD • Employee Services 

AD • Employee / Personnel Records 

AD • Performance Appraisals 

AD • Health and Safety 

AD • Staffing 

AD • Planning / Administration 

AD • Labor Relations / Legal Matters 

CE • Certification regulation updates. 

CE • Maintain position tracking system for all certificated position openings. 

CE • Update work area in SKYWARD to reflect daily changes in Personnel Records. 

CE • Work with payroll to ensure all 550B’s needed are completed prior to payroll deadlines.  Act as 

liaison to answer questions of payroll.  (This often involves questions of Assistant Superintendent 

of Personnel for HR). 

CE • Respond by letter to all requests for leave (i.e., maternity leave, leave without pay, sick leave, 

family medical leave, bereavement leave). 

CE • Update State Report S275 certificated staff with additional supplemental pay report from payroll 

office as needed. 

CE • Processing of new certificated employees. 

CL • Continually update SKYWARD, for changing data on classified personnel. 

CL • Address incoming mail – drug/alcohol issues, resignations, union requests, verifications, employee 

requests, etc. 

CL • Address employee and supervisor questions regarding status, personnel procedures, etc.   

CL • Address drug and alcohol testing procedures. 

CL • Processing of new classified employees. 

PS • Maintain position tracking system for all coaching position openings. 

PS • Complete employment verification/loan forms. 

PS • Process classified/certificated/temporary unemployment claims. 

PS • Process address/telephone/name changes. 

PS • Process all new temporary employees, and coaches (additions/changes/resignations). 

ED • Answer phones:  Respond to requests for information, data, and materials from employees and 

community.  Direct calls to appropriate personnel staff or department.  Take messages.   
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Updated 08/11/20 4 

ED • Review incoming mail. 

ED • File:  applications, documents for the applicant and employee personnel files. 

ED • Enter new application into EdRM. 

ED • Maintain list of applicants for open positions in EdRM 

ED • Meet, greet, and respond to those who come to the Personnel Office for an appointment or with 

questions and requests. 

ED • Print and distribute new open positions. 

ED • Enter classified testing scores in EdRM. 

ED • Monitor supply of application materials. 

ED • Track complete certificated applications for screening and enter scores into EdRM.  

ED • Update job line and website with new postings. 

ED • Create job files for open positions. 

ED • Pull files for administrators’ review for interview selection. 

ED • Schedule applicants selected for interviews. 

ED • Decline letters for those interviewed but not recommended for hire. 

ED • Review administrative procedure for interview and hire selection.  Submit to Director of Personnel 

for approval. 

ED • Keep database updated with info regarding new substitutes, or those leaving. 

EA • Open, date stamp and distribute mail to personnel staff.  Assess mail directed to Assistant 

Superintendent and act/make decisions as appropriate.  Follow up with all correspondence sent or 

received. 

EA • Answer phone calls coming in on Assistant Superintendent’s line.  Evaluate and screen calls and 

help when possible, route if appropriate.  Verify all meeting requests with Assistant Superintendent 

before confirmed.   

EA • Backup other phone lines & take and deliver accurate and complete messages in a timely manner. 

EA • Backup superintendent’s secretary and school board meetings in secretary’s absence. 

EA • Process consultant contracts and follow up until payment is made.   

 • Process Public Records requests as needed from Exec Assistant in Business Services. 

EA • Enter and process purchase orders for personnel.  Be familiar with the Skyward system enough to 

run reports and perform purchase order, requisition, and vendor queries. 

EA • Set up Personnel Budget at beginning of school year.  Process Purchase Orders, Invoices, returns, 

and work with Purchasing and Accounts Payable as needed.   

EA • Take minutes at meetings when needed.  Share secretarial duties at negotiation meetings. 

EA • Keep abreast of changes in Assistant Superintendent’s daily calendar and notify  immediately when 

changes occur.  Follow up with committee members, meeting rooms, catering, printing, etc.  

Prepare agendas, schedule and confirm appointments as needed. Maintain current committee 

members’ lists. 

EA • Prepare and enter Collective Bargaining Agreements and Addendums. Keep records in vault of all 

bargaining unit agreements, MOAs, LOAs, etc. 

EA • Prepare Assistant Superintendent for presentations/conferences by getting material ready, as 

needed. 

EA • Perform duties of Office Coordinator, and attend monthly meetings.  Relay meeting information to 

Human Resources Staff.  Specific to Human Resources:  Maintain birthday lists, vacation calendar, 

days off, or changes in office schedule while making sure there is coverage from 7:30 to 4:30.  

Help promote teamwork, equality and social outings in order to increase morale and help make the 

office atmosphere as pleasant as possible.   
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Updated 08/11/20 5 

EA • Create and maintain organization and efficiency in office, work area and Assistant Superintendent’s 

office.  Ensure that files are kept current and purged or sent to vault as needed.  Maintain current 

names, addresses, phone numbers, emails, fax and cell phone numbers for correspondence. Look 

for ways to increase efficiency and organization.   

 • Attend Cabinet Secretary meetings on Monday afternoons.  Share information where possible with 

HR staff. 

EA • Observe safety, security, and confidentiality measures.  Keep legal files locked and inaccessible to 

public, staff, etc.  Monitor traffic through the Human Resources Office and keep anyone uninvited 

out of Assistant Superintendent’s office.  Attempt to conduct business at the window whenever 

possible. 

EA • Prepare and maintain correspondence via mail or email as required.   Keep up to date with 

technology and software changes and attend classroom instruction whenever possible. Help other 

Human Resources users as needed with software or technique.  Transcribe legal tapes for 

consultants as needed.  Type and maintain Internal Procedures, Emergency phone lists, user 

passwords, copy machine codes. 

EA • Utilize Skyward/Human Resources Records to run reports & labels, access data and prepare mail-

merge letters. 

EA • Utilize Rainshadow Applicant Tracking to access applicant information and run reports in the event 

there is no coverage at the Human Resources Specialist’s desk.  Be familiar with the applicant 

process and be able to retrieve applicant files, check open positions and ascertain status.   

EA • Ensure that office equipment is functioning properly and troubleshoot/call repairman when it’s not.  

Ensure that we are always stocked with toner, etc. to maintain equipment.  Request assistance from 

Technology or Facilities & Operations when needed. 

EA • Inventory supplies and re-stock as needed and as budget allows.  Keep supply closet organized and 

uncluttered.  Keep running list/literature of future supplies to be considered for next year’s budget.   

EA • Make travel arrangements as needed and process travel reimbursement requests upon return.   

EA • Maintain legal logs and files for investigations, grievances, plan of improvements, evaluative status 

- provide copies to building principal and attorney.  Create case-specific logs when needed. 

EA • Maintain legal log; work with Assistant Superintendent for Human Resources for Human 

Resources in tracking progress. 

EA • Special projects as assigned, i.e Sexual Harassment Materials, New Employee                                       

       Handbooks, Cares Fair, Conference preparation, Back to School Celebration committee work, etc. 

EA • Maintain Collective Bargaining Notebooks, Policy Manual, Insurance Committee Notebook, Board 

Agendas, Sexual Harassment & Legal Logs.    

SS • Process certificated fingerprinting as needed. 

SS • Respond to questions from schools and substitutes on various issues. 

SS • Track potential long-term certificated guest teachers until they reach the required number of days to 

be placed on certificated salary pay schedule.  Prepare necessary paperwork with added documents 

and send to CE.  When returned with salary placement, prepare an informational memo for sub 

employee.  Send PAF to payroll. 

SS • Track potential long term classified subs.  Place on salary schedule and send PAF to payroll.  Send 

letter of info to sub employees. 

SS • Enter new guest teachers and classified substitutes in SKYWARD. 

SS • Answer phones, process and research various requests. 

SS • Process mail for Substitute Services. 

SS • Assist other personnel staff as needed in a team effort. 

SS • Meet new substitutes and process paperwork. 
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Updated 08/11/20 6 

SS • Accommodate, anticipate, process, dispatch (usually through SAS) the principals’, secretaries and 

employees classified and certificated daily and future substitute requests from leave forms and call-

in requests, to provide substitutes for the District.  Carefully monitor future closed days.  All 

professional leaves are entered by substitute services. 

SS • Call the school secretary/principal/head custodian and notify them if the substitute office cannot fill 

the vacant employee position. 

SS • Audit, determine, authorize, and obtain budget codes and department signatures on Form 78’s for 

permanent and substitute employees for payment by payroll. 

 • Edits and authorizes employee leave. 
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Updated 08/11/20 7 

South Kitsap School District 

Personnel Services 
 

WEEKLY 
 

EA 

 
• Every Monday, check the Assistant Superintendent’s schedule for the week and send reminders. 

Obtain last minute materials for Cabinet Meeting.   Review personal calendar to check on ticklers, 

catering orders, and deadlines.  Prepare materials for Board agenda through Board Docs. 

AD • Attend Cabinet Meetings (Mondays). 

AD • Weekly meeting with SKEA president. 

SS • Provide parents with compiled tutor list as requested. 

SS • Approve classified substitutes. 

SS • Input and update substitutes on SKYWARD system. 

SS • Complete verifications of present and/or prior employment experience for substitutes. 

SS • Fingerprint and verify fingerprints. 

SS • Research, process, reply to Job Service Center, and enter on database all substitute activity 

regarding employment security documents.  Attend unemployment hearings 

SS • Check professional leave billables for approved paperwork. 

SS • Send all Leave Without Pay requests to personnel director for approval. 

SS • Update SAS with Employee Data and change in status from board agenda information 

SS • Process credit approval forms (Form 169) for guest teachers. 

SS • Process substitute evaluations as received. 
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Updated 08/11/20 8 

South Kitsap School District 

Personnel Services 
 

MONTHLY 
 

All • Attend District Office Staff Meeting. 

All • Personnel staff meeting (once a month).  Review goals and budget. 

All • Review and update activities calendar. 

All • Review progress on goals. 

All • WSPA meetings. 

All • Board agenda preparation (1st and 3rd Monday) Must be ready by 8:00 AM on prior Wednesday. 

CE • Compute and adjust credits and experience to salary schedule for 20-day substitutes for placement 

on the salary scale.   

CE • Record receipt of certificated evaluation forms as they are received. 

CE • Send out Shared Leave email usually at least once a month or as new Shared Leave requests are 

approved.  

• Make updates in Skyward as necessary for Payroll processing. 

• Send out Enrollment reminders to Office Coordinators and Registrars the first day of the month. 

These are used for overload tracking.  

CL • Process files for classified new hires. 

CL

CL  
• Work with payroll to ensure payroll authorizations are completed prior to established deadlines 

• Act as liaison to answer questions of payroll. 

CL • Coordinate drug and alcohol testing for those selected from the pool of CDL license positions. 

CL • Maintain position tracking system for all classified position openings. 

CL • Attend Trainings at OESD 

CL • Attend labor management meetings. Type and distribute notes. 

 • Run SNA report to verify current certification for edu pay. (email FNS for updated certification as 

needed or delete pay) 

PS • Check for expired certifications (teacher/first aid & CPR). 

PS • Check for evaluations that are due. 

PS • Check for list of Social Security cards outstanding. 

PS • Check fingerprints that are pending. 

ED • Student teacher process: 

Contact principals for placement. 

Send letter to university supervisor to confirm placement. 

Memo to certificated directors, principals, and cooperating teachers regarding assignment. 

Letter to student teachers regarding meeting with Assistant Superintendent for Personnel for 

Personnel. 

ED • Update tutor list comprising presented employees and substitutes that have a current Washington 

State Teaching Certificate, address area, telephone, subjects and grade level willing to tutor. 

EA • Check SKEA CBA email reminder list and send reminders to principals as needed. 

EA • Check tickler file for legal cases and follow up on plans of improvement, or any other investigation 

recommendations (i.e. classes, doctor appts., alcohol testing, etc.) 

EA • Prepare agendas/materials for monthly union meetings. 
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Updated 08/11/20 9 

EA • Attend monthly Office Coordinators meeting.   

EA • Attend monthly SKEA/SKSD Communication Team Meetings and take and distribute minutes 

EA • Attend Emergency Command Center meetings. 

EA • Prepare agenda/minutes for monthly Personnel Meeting- type minutes. 

EA • Year end reports 

EA • Review department budget with Assistant Superintendent.  Run accounting reports and balance 

budget. 

AD • Attend Union/District meetings. 

AD • Review status on open legal files with cabinet. 

AD • Provide evaluation inservice to administrators on 1st management meeting of month. 

SS • Calculate, prepare, and distribute monthly employee absence reports showing substitute usage for 

Cabinet, 1) by type of absence for prior month be certificated and classified; and 2) comparison of 

current year Vs prior year absence by month by certificated and classified. 

SS • Check Substitute certificate expiration dates. 

SS • Process substitute employee fingerprinting as needed.   

SS • Prepare sub PAFs for new guest teachers and classified substitutes and for any changes in pay for 

all substitutes. 

SS • Send monthly sub reports to schools.   

SS • Send monthly absence report for Payroll 1) certificated 2) classified on the 31st for subs. 

SS 

 
• Furnish SKEA a listing of substitutes who are qualified for representation.  The list shall be 

provided to the association monthly. 

SS • Coordinate fingerprinting of substitutes. 

SS • Check status of fingerprint reports 

SS • Accumulate, monitor, and furnish substitute billable report to payroll with backup community, 

Education Association, or school ASB approval documents with attached professional leave. 

SS • Confer with payroll regarding discrepancies in leaves; furnish information for decision. 

SS • Send monthly substitute reports to schools on 1st  

SS 

SS 
• Send monthly substitute certificated report to payroll on 1st day of month 

• Send monthly substitute classified report to payroll on 1st day of month 

SS • Supply payroll with monthly PSE substitute report for union dues. 

SS • Send updated substitute list with special ID numbers to all schools. 

SS • Prepare L&I report of substitute time for employees on light duty for Geri Nelson.  Give to 

Classified Specialist. 

SS • Send employee leave report to schools and departments on the 11th of each month. 

 

A
ct

iv
iti

es
 C

al
en

da
r.

do
c



Updated 08/11/20 10 

South Kitsap School District 

Human Resources 
  

 

July   
  

All  Summer staff meeting.  Review mission.  Develop goals for next year.  Review personnel 

operations calendar. 

All  Mid-July, concludes MIS data and submit to Assistant Superintendent for Personnel for Personnel. 

All  Contribute items for “welcome back” packet to employees. 

CE  Check to assure that all administrator evaluations in and filed (due June 30). 

CE  Send list of stipend and coaching assignments to principals and directors for corrections. 

CE  Run Skyward query to ensure all employees reflect the correct location in HR Records after 

staffing and any involuntary transfers are completed. 

CE  Processing of new employees. Begins heavy season. 

CE  Keep Longsheet updated with any budget changes. 

CE  Finalize upcoming year’s budget. 

CE  Post Experience to Skyward WA-Experience tab and to the UDF- HR Experience History after 

final July payroll run to ensure all leave has been posted. 

CE  Get sub experience from Substitute Coordinator for regular employees to have subbed during the 

year and post to their experience in Skyward. 

CE  Balance and  print final salary exhibit for historical binders in the vault including longsheet. 

CL  Update administrator spreadsheet (classified) for Payroll (coordinate with HR Cert Spclst for the 

cert info).Located: Staffing/xx-xx/Admin. 

CL  Print Special 1 person Calendars. 

CL  After the budget is set, prepare excel report summarizing the budget FTE (the “long sheet”).   

CL  Continue to update SKYWARD systems to prepare for September payroll. 

PS  Run report for expired certificates through September 1st. 

PS  Track to ensure that all administrator contracts are in. 

PS  Verify all administrator contracts are in. 

PS  Update work calendars on website. 

PS  Update salary schedules/CBAs on website. 

PS  Update the historical binders with calendars and salary schedules from the previous school year . 

PS

 

 Update “New Employee Orientation Manual.” 

PS  Sign Destruction Authorization for files at Warehouse. 

PS  Collect Duty Verification Records (376) and Additional Time Verification (375). 

PS  Collect evaluations due (summative, formative, administrators, probation, classified). 

EA  Update internal procedures manual for personnel cross training. 

EA  Prepare Teacher’s Work Calendar for next year as negotiated. 

AD  Prepare annual personnel year-end report including MIS data. 

AD  Prepare for annual summer meeting. 

AD  Do Personnel Services staff evaluations. 

SS  Audit quarterly Statement of Benefit Charges, investigate each entry for employment benefits 

payment. 

SS  Substitute Assignment System updating and correcting. 

SS  Week one, compute last year’s sub days for less than 1.0 FTE for Cert. Specialist. 
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Updated 08/11/20 11 

SS  Update substitute handbooks. 

SS  Print individual reports of recent year cert sub days worked.  File in sub folders. 

SS  Purge inactive sub files - add to payroll files in the Big Guy Room. 

SS  Prepare and distribute current school year statistics reports for Assistant Superintendent for 

Personnel for Personnel. 

SS  Recruit/review files for new substitutes. 
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South Kitsap School District 

Personnel Services 
 

August 
 

CE  List of supplemental contracts submitted to Board at 2nd meeting of month. 

CE  Check copy of high school and junior high first TRI master schedules of cert. Employees (mid to 

late August) to verify valid certificates.  Send report to buildings 

CE  Run and distribute certificate/endorsement lists to each building/work site for all certificated staff. 

CE  Update S275 for final transmittal in September. 

CE  Complete job log for the prior school year and print in the historical binder. 

CE  Include instructions to part-time staff in the annual Learning Improvement Day notice. 

CE  Reminder to certificated staff of the deadline for official transcripts and posting of credits for next 

school term.  (Deadline November 1.) Add to Welcome Back Packet and Staff Briefings. 

CE  Post Summer School and extended OSE School experience for those with less than 1.0 FTE.  Get 

data from Payroll on who actually worked (some classes may have been canceled). 

CL  Update drug/alcohol pooling list (TR – Beth, F&O – Paula).  Remind them to test missed 

employees. 

CL  Upload data from prior year Skyward Plan to UDF Position Experience History screen. 

CL  Update SKYWARD for September payroll. (see notes)  

CL  Upload Vac days for 260 day employees into UDF for Sept Payroll 

CL  Update S275 for final transmittal in September. (Cert Specialist to help) 

CL  Print final budget salary exhibit and long sheet for upcoming year and file in historical binder  

CL  Make sure any update job descriptions resulting from JAG/bargaining are finalized and out on the 

website, also update posting template documents. 

CL  Make sure non-represented employee salaries for upcoming school year have been approved by 

the Board (Board Policies). 

PS  Run report for expired certificates through October 1st. 

PS  Send letters to all Classified/Certificated staff who are required to have First Aid/CPR and who are 

not currently certified or have expired (through October 1st). 

PS  Collect evaluations due (probation, classified). 

PS  Process transcripts for September payroll. 

PS  Issue supplemental, separate and coaching contracts for certificated – with September packets. 

PS  Send September packets (cover letter, base records, credit record, experience report, PF, separate  

PS  Process temporary employees hiring for new school year. 

PS  Send mailing out to those Certificated employees eligible for ATRP Option 2 payment to see if 

they want lump sum or 12 payments for ATRP. 

PS  Archive the first file for Arc09-10 (change year respectively). 

PS  Annual destruction of records for files in vault (retain current year plus six years). 

PS  Begin preparation of base record packets for classified staff.  

EA  Work on negotiated agreements as settled (new language) 

EA  Prepare for CARES Fair for September.  Contact vendors, schedule with the high school and 

schedule sub custodial services, complete paperwork necessary. 

EA  Schedule a meeting with Payroll and Personnel for at least two hours for the Assistant 

Superintendent to go over the CBA changes 
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EA  Request two copies of master schedules from school (first week).  Give to Certificated and 

Classified Personnel specialist. 

EA  Prepare materials for annual office coordinator and administrator meetings. 

EA  Update the master list of CBA timelines to share at administrator’s meetings. 

EA  Prepare emergency confidential phone numbers and phone tree for Administrators’ summer mtg. 

EA  Prepare & process Purchase Order for Annual TSSI maintenance : $3,000.00, CopyCo, and ESD 

Transcripts. 

EA  Send master student calendar to office coordinators.  They print for their students. 

EA  Send teacher calendar to printing for all staff to be distributed on first day 

EA  Send letter re: driver abstracts and CVL licenses. 

EA  Prepare agenda and order food for New Employee Orientation. 

EA  Prepare, print and assemble New Employee Handbooks. 

AD  Schedule meetings with administrators, payroll, personnel, to review changes in negotiated 

agreements. 

AD  Prepare motion for Non-Represented employees for Board. 

AD  Prepare annual Welcome Back packets for staff including benefit open enrollment data. 

AD  Prepare orientations binders.  

AD  Request final report on prior year staff evaluations. 

AD  Prepare employee calendar packets. 

SS  Make data corrections and up-to-date entries on SAS.  Need to have SAS ready to begin the new 

year. 

SS  Prepare for substitute orientations, contact BUS for goodies, plan w/ Food Service.  Contact guest 

speakers. 

SS  Check with Eschool Solutions for any new updates. 

SS  Pull final sub report for school year. 

SS  Sub experience and verification data to sub files 

SS  1st week-Update and Send final approved draft of substitute handbooks to printing  

SS  Send out final updates for First Aid Class reminders for August classes. 

SS  Close out and run SAS statistics to begin the new year two weeks prior to school. 

SS  Pull final sub days for custodians and clerical for summer work. 

SS  Request master schedules from schools, update SAS. 

SS  Last Week – Send updated substitute list with special ID numbers to all schools. 

SS  Bloodborne Pathogen monitoring of BBP training, enter into SAS, prepare certificate of 

completion for all new substitute employees. 

SS  Do sub info packets for:  Back to School News, Welcome Back Packet, office coordinators’ 

meeting, administrator meeting, new employee orientation 

SS  August 7 – begin organization of sub orientation 

SS  August 7 – bring year end SAS leave reports up to date 

SS  Check sub handbooks—have they been printed? 

SS  August 11-17—send out sub invites to orientation 

SS  August 22—put sub packets together 

SS  August 23—sub organization done? 

SS  Write or update any internal procedures not done. 

SS  August 21—send out new school years leave request forms that have already been sent in and 

approved with reminder note to employee to enter in SAS. 

SS  August 21—enter professional leave for new school year. 

SS  August 21—first day employees can enter leaves for new year. 

SS  August 22—add any new classification of position in SAS.  Check with the certificated and 

classified desks. 

SS  August 30—check to be sure all cert subs have expiration date for certificates in SAS. 
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SS  August 30—check to be sure all subs have expiration dates or completed date of Blood Borne 

Pathogens training in SAS. 

SS  August 24—September 10 sub fingerprinting 

SS  Close out and run SAS statistics to begin the new year two weeks prior to school. 

SS  Update track calendars in SAS for each employee 
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South Kitsap School District 

Personnel Services 
 

September 
 

CE  Issue supplemental, separate and coaching contracts for certificated staff – First Week. 

CE  Send elementary schools each a sheet for elementary specialist sections (second week). 

CE  Issue supplemental contracts.  (Lists come from the secondary schools.) 

CE  Check department head sections.  Arrange meeting with secondary principals the last week in 

September and set final October 1 numbers. 

CE  Update WSPCI and roll to payroll for September pay. 

CE  Update teacher assignments based on schedule changes. 

CE  For all newly hired certificated employees for the current school year, organize into personnel files 

and place on current salary schedule. 

CE  Give the payroll office a report on salary placement for all employees. 

CE  Identify newly hired teachers for Mentor Program and give to the Director of Special Programs.  

CE  Prepare list of itinerant evaluators. 

CE  Send list of provisional 1 and 2, and leave replacement contracts to administrators.  

CE  Send reminders to administrators for overdue evaluations from the previous school year. 

CE  Last week, send Staff List Update to administrators for final check. 

CE  Attend the district insurance benefits fair (Cares Fair). 

CE  Roll new year evaluations and send current year list to buildings. 

CE  Review S275 reporting requirements. 

CL  Prepare excel report (long sheet) summarizing FTE for previous year (current).  Balance to Salary 

exhibit report and file both in historical binder. 

CL  After the budget is set and contracts settled, send salary exhibits to building administrators, 

including employees' vacation days.  Send marked "confidential." (send with staffing allocation 

sheets) (Send after Oct 1enrollment numbers come in, this is done June & Oct unless contract 

pending) 

CL  Request initial bus driver package hour adjustment in preparation for September payroll. 

CL  Attend the district insurance benefits fair (Cares Fair). 

CL  Request leave without pay report from payroll after September payroll.  Update comments on 

UDF HR-experience history. 

CL  Print report of classified position log (excel spreadsheet) when complete for the year and file in the 

historical job log binder  

CL  Update employee information on SKYWARD and export to payroll for September payroll (base 

assignments first). 

CL  Send written report to PSE president on Temp positions by Oct 1 (contract status, unit=PSE, 

contract=Temp and RTMP) 

CL  Send temporary employee list to PSE President by 10/1/xx. (Skyward report) 

PS  Run report for expired certificates through November 1st. 

PS  Send letters to all Classified/Certificated staff who are required to have First Aid/CPR and who are 

not currently certified or have expired (through November 1st). 

PS  Collect evaluations due (probation, classified). 

PS  Send September packets (cover letter, base records, credit report, experience report, PAF, separate 

contract, supplemental contract, coaching authorization) to all certificated employees. 
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PS  Distribute base record to Classified. 

PS  Notify teachers of transcript deadline of November 1st  (classes must be complete by 10/1) 

PS  Check that fingerprinting, disclosure forms, I-9, and BBP training is completed for all new 

certificated employees. 

PS  Process transcripts for salary changes. 

PS  Check for missing fingerprints, disclosures, I-9s, and BBP training dates. 

PS  Make sure non-rep and all CBAs have updated salary schedules on website. 

ED  STUDENT TEACHERS: Review college/university agreements for student teacher placement to 

see if need to be updated. 

EA  Facilitate  and attend CARES Fair.  Greet vendors, make sure all have tables assigned, greet 

attendees, hand out cards for door prizes, collect door prizes, etc.  Next day, select and notify door 

prize winners, send thank-you emails to vendors. 

EA  Publish confidential address book after all changes have been made (include on leave). 

EA 

 

 Make changes in CBA as soon as bargaining settles.  Print and send to members, CBA 

Bookholders, Administrators, etc. Put original signed copies in the Vault.  Copy new CBA on disk 

and put in vault with originals. 

EA  Make clean copy of CBA (take out bold and strikeouts) for next negotiations.  If any new 

addendums, make language changes in the current CBA.  Make a list of timelines (i.e. seniority 

lists due, or items in the Letter of Understanding to make sure any agreements or commitments are 

fulfilled.) 

EA  Update District Teams for next year and Status of CBA  (see samples) 

EA  When all the 5000 policies and procedures for non-rep employees have been approved by the 

Board, print a new book and distribute. 

EA  Send payroll stipend authorization for negotiation members. 

EA  Prepare new legal log. 

EA  Prepare new budget in Budget Manager.   

EA  Invoice or close out any open requisitions.   

EA  Run year-end reports and close out logs and/or binders and prepare new ones for next year:  legal, 

insurance, purchase orders, sexual harassment, etc.  

EA  Schedule annual meetings:  Union Presidents, PSE and SKEA Labor Management Teams, 

Personnel Staff Meetings. 

EA  Hire new student worker if summer student is not available any longer. 

EA  Renew any consultant contracts. 

EA  Renew purchase order for Maintenance Agreement of Xerox copier (see sample). 

EA  Renew purchase orders for contracts:  Kitsap Business Machines; Copyco (one for Maintenance) 

and (one for lease option See internal procedures); TSSI Maintenance; American Red Cross; 

Washington State Patrol for fingerprinting, Kitsap County Health department 

EA  Distribute new salary schedules to Personnel staff and update Assistant Superintendent's Salary 

Manual. 

AD  Opening school staffing report to Superintendent and Board. 

AD  Monitor enrollment first four days of school and each Friday in September.  Meet with Cabinet as 

necessary and adjust staffing. 

AD  Assure that names of district Affirmative Action Officer, ADA Compliance Officer, and Title IX 

Officer are published. 

AD  Preview BEA/K-4 reporting requirements. 

SS  Coordinate and give substitute orientation. 

SS  Edit SAS for final updates. 

SS  Continually get updates from Certificated Specialist and Classified Specialist to update SAS. 

SS  Check on the number of substitutes – will sub classes need to be set up? 
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SS  Provide updated substitute salary survey from surrounding districts to Assistant Superintendent for 

Personnel. 

SS  Send out EA and PA Informational Forms to all schools with individual names on each form.  

These employees will need to return the forms for sub information.  Very important 

SS  Update old employees and add new. 

SS  All employees need to register with SAS, contact schools to inform them who has not. 

SS  All substitutes need to register with SAS. Contact each sub who has not register. 
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South Kitsap School District 

Personnel Services 
 

October 
 

CE  Prepare State Report S275 and run salary exhibit - "snapshot" of October 1st – for November 

transmittal. 

CE  Elementary specialist sections due from each elementary school for assignment calculations. 

CE  Check leave replacement contract list against board agendas. 

CE  Staff FTE counts for MIS using State Report October 1st. 

CE  Request part-time calendars. 

CE  Attend ESD workshop on S275 Fall Reporting. 

CL  Identify "October 1 snapshot" employees to be reported on State 275 report. 

CL  Receive driver hour adjustments by October 31 (effective November 1). 

CL  Staffing:  Adjust classified hours to October 1 enrollment. Balance FTE with October enrollment 

changes.  Distribute changes to all schools. Report balance of extra hours to all buildings after Oct 

1 adjustment. Send staffing documents (allocation sheet, salary exhibit, formula) 

CL  Set banked hour budgets (round to nearest whole dollar per Business Services).  E-mail 

information out to schools. 

CL  Update the historical binder with the S-275 summary and salary exhibit for the previous school 

year.  File previous year’s S-275 in the vault. 

CL  Attend ESD S-275 workshop. 

CL  Work on S-275 report for current year. 

CL  Send SEIU President updated list of classified substitutes (from substitute desk, transportation, 

and FNS), as requested. 

CL  Update longevity/experience records to reflect correct amounts based on 80% work year.   Print 

experience for previous year’s terms and file in vault (including any classified that have changed 

to certificated). 

CL  When LWOP posting is complete, send copy of SEIU and PSE lists of total years experience to 

each union president, if requested. 

PS  Run report for expired certificates through December 1st. 

PS  Send letters to all Classified/Certificated staff who are required to have First Aid/CPR and who are 

not currently certified or have expired (through December 1st). 

PS  Collect evaluations due (probation, classified). 

PS  Send out email to ATRP option 2 (373) lump sum payouts – due by November 1st. 

PS  Verify that signed copies of certificated employees' supplemental and separate contracts are 

received. 

PS  Continue to process transcripts for salary increases.   

PS  Obtain list of staff assigned to health room from secondary schools and check HBV and First 

Aid/CPR status. 

PS  Obtain list of special education paraeducators from OSE (HBV) who perform regularly scheduled 

diaper changing duties and/or assigned to day treatment, preschool, and/or self-contained 

classrooms. 

PS  Address HIV/HBV inoculation requirements. 

PS  Prepare and send the annual bloodborne pathogens training information (required by law). 

A
ct

iv
iti

es
 C

al
en

da
r.

do
c



Updated 08/11/20 19 

PS  Query to check that all positions eligible for HBV have received notification and this is reflected in 

EdRM. 

PS  Query to check that all positions required to hold First Aid/CPR are reflected in EdRM. 

ED  STUDENT TEACHERS:  End of October:  Begin receiving requests for winter placement. 

Send letter to principals with request for placement. 

Send letter to university supervisors when principals confirm placement, with copies to principals 

and cooperating teachers. 

ED  Memo to principals requesting list of cooperating teachers. 

EA  Make clean copy of each CBA with any new language.  Copy old to disk and put in vault with 

original signed copy.   

EA  Send notices to PSE employees with job up for review with JAG. 

EA  Prepare materials for AASPA and WSPA conferences. 

EA  Prepare registrations and make reservations for Fall WSPA conference. 

EA  Schedule JAG meetings for the year. 

EA  Send inclement letter to all staff, place copies in the orientation binders, and provide copies to the 

certificated and classified desks. 

AD  October 1 staffing reports. 

AD  Schedule goals conferences with personnel staff 

AD  AASPA annual conference. 

AD  K-4 report. 

AD  BEA report including certificated waivers to Board. 

AD  Run Certificated and Classified Affirmative Action Report Data for October 1 

SS  Enter certificated changes on SAS as received from Certificated Specialist. 

SS  Send PSE President the quarterly report of temporary positions. 

SS  Send less than 1.0 employees a letter for sub status. (see sample letter) 

SS  Audit quarterly Statement of Benefit Chargers, investigate each entry for employment benefits 

payment. 

SS  Prepare, print and distribute current list of certificated guest teachers and classified substitute 

parking permit numbers for high school. 
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South Kitsap School District 

Personnel Services 
 

November 
 

CE  Request 2nd TRI schedules from SKHS and check for correct teaching assignments with teaching 

certificates. 

CE  Continue to update S275 for transmittal and double check report for corrections and correct edit 

corrections for December transmittal.  Check for salary compliance (1801 report). 

CE  Check to assure that observations have been completed on all new hires. 

CL  Prepare excel report (the “long” sheet) summarizing FTE for Oct 1.   

CL  Send temporary employee list to PSE President by 12/1/xx.  (Staff list/Classified/TMP) 

CL  Complete and transmit S-275 report by November 15th (aprox).  Prepare excel staff report 

summarizing budget FTE.   

PS  Run report for expired certificates through January 1st. 

PS  Send letters to all Classified/Certificated staff who are required to have First Aid/CPR and who are 

not currently certified or have expired (through January 1st). 

PS  Collect evaluations due (probation, classified). 

PS  Review the bloodborne pathogens report to identify persons still needing training. 

PS  Send final reminder for overdue evaluations for prior year. 

ED  STUDENT TEACHERS: Arrange placement for winter/spring assignments. 

ED  Message on job line regarding request to retain application and update EdRM with 1/01/xx 

ED  Obtain updated list of substitutes from the following departments:  custodial, transportation, food 

service, and the sub office.  Update data base substitute information. 

ED  Respond to letters from universities requesting recruitment dates and updated information.  Send a 

Descriptive Guide, two applications, and any promotional materials available for the district and 

for the community. 

EA  Send out Emergency School Closure (Snow Memo) to all employees. 

EA  Send notices to employees – jobs for review (JAG) 

EA  Prepare Personnel Holiday Newsletter/Cards 

AD  Finalize staffing reports. 

AD  Evaluation meetings with staff. 

AD  Attend full WSPA Conference 

AD  Continue work on staffing.  Prepare for SKHS 2nd trimester 

SS  Print current list of certificated guest teachers and classified substitutes for employment services. 
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South Kitsap School District 

Personnel Services 
 

December 
 

CE  Make corrections to preliminary certificated seniority list, updating new employees, total number 

of credits (hard credits plus excess credits), degree, and years of experience.  Due to SKEA 

staff by January 15. 

CE  Check ESA staff seniority (nurse, counselor, social worker, psychologist, OT, PT, and SLP) to 

ensure all ESA certificate holders are in the proper category and those in these seniority categories 

still hold a valid ESA certificate. 

CE  Complete the SIRS report. 

CL  Prepare report to classified staff showing seniority data – SEIU due January 10.  Check LWOP 

report for exceptions and leave replacements for anyone hired as a LR and subsequently hired as a 

regular employee in the same position (retro seniority). 

CL  Enter summary data for S275 report in excel report—South Kitsap School District—Classified S-

275 History using the 1801 Report for summary totals (Staffing/Excel/History/Class S275.xls) .  

Send copy to Asst Supt-Business.  File one copy in yearly summary book.  Send Director of 

Business a copy of OSPI 1801 report. 

 

PS  Run report for expired certificates through February 1st. 

PS  Send letters to all Classified/Certificated staff who are required to have First Aid/CPR and who are 

not currently certified or have expired (through February 1st). 

PS  Collect evaluations due (probation, classified). 

PS  Fall coaching time sheets due. 

PS  Archive EdRM files for terminated employees from prior school year. 

PS  Request 90-day observation dates for September new hires. 

ED  RECRUITMENT: 

1.  Review Career Fair dates with Assistant Superintendent for Personnel for Personnel. 

2.  Register for Career Fairs (Purchase Order) 

3.  Arrange for hotel accommodations. 

4.  Memo out to administrators (principals, vice principals, and director) regarding Career Fair 

dates and request their response as to participation.  Determine possible teacher participants. 

5.  Inventory applications, folders, career cards, special notes. 

6.  Evaluate if changes are needed on brochure insert for applicants. 

7. Order items needed. 

8. Review display board for career fair with AS. Director for Personnel And Communication 

Coordinator. 

ED  Send “update” letters to all applicants (except current employees). 

ED  Update applicant information in EdRM according to response from letters. 

EA  Start transportation job descriptions. 

EA  Send holiday cards/newsletter 

AD  Review recruitment plans. 

AD  Review personnel budget with executive secretary 

SS  Prepare and send quarterly list of temporary and open classified PSE positions report along with 

required documentation to PSE President. 
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South Kitsap School District 

Personnel Services 
 

January 
 

CE  Prepare on EdRM and distribute the preliminary certificated seniority list for January 15th 

distribution. 

CE  Check NCLB status as of Oct. 1 for reporting. 

CL  NCLB check for current year.  

CL  Prepare information for the PSE JAG annual review and appeals process to be distributed the first 

part of January. 

CL  Mid-January, distribute information for the PSE JAG annual review and appeals process.   

CL  Schedule the PSE JAG training for late January/early February. 

CL  Schedule dates for PSE JAG annual review/appeal process in March and April. 

CL  Update the PSE JAG Moodle access  

CL  Send SEIU President updated list of classified substitutes (from substitute desk, transportation, 

and FNS). If requested 

CL   

CL  Send PSE president temporary position listing by 2/1/xx (Staff list/unit = PSE/ Temp) 

CL  Check State of Washington for poster updates and e-mail office coordinators list of required 

workplace posters with any updates. 

PS  Run report for expired certificates through March 1st. 

PS  Send letters to all Classified/Certificated staff who are required to have First Aid/CPR and who are 

not currently certified or have expired (through March 1st). 

PS  Collect evaluations due (probation, classified). 

PS  Check that all eligible for the Hepatitis B vaccination were sent letters. 

PS  Check that all bloodborne pathogen training is done. 

PS  Update fingerprint records 

PS  Send second notice of overdue evaluations for previous year 

PS  Check to see if minimum wage has increased. 

ED  Continue as December.  Fine tune recruitment plans.  Memo to possible teacher participants. 

ED  Move applications from “In-Active” file cabinet to boxes and store in resource room.  Mark with 

destroy date 4 years from present. 

ED  Mid-January:  Begin receiving requests for spring placement of student teachers.  Follow process 

indicated in October. 

ED  Archive EdRM records using current calendar year as update. 

ED  Continue to update applicant information in EdRM according to response from letter. 

ED  Remove certificated and classified applications of those who are not substitutes; or have not 

requested their application to be retained and put in “in-active” file cabinet.  

ED  Files stored in resource room to confidential dump.  

EA  Prepare registrations and make reservations for WSPA Spring Conference. 

EA  Prepare AASPA and WSPA materials for Spring Conference. 

EA  Check batteries for emergency equipment. 

EA  Do inventory of supplies and prepare annual KCDA order. 

AD  Remind administrators of probation deadlines. 

AD  Prepare for Superintendent annual mid-year report. 
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SS  Audit quarterly Statement of Benefit Charges, investigate each entry for employment benefit 

payments. 

SS  First of each year, check on list of EA’s and PA’s available list and campaign for more if 

necessary which is usually the case. 

SS  4th week:  Send E-mail to office coordinators and have them send changes for EA and PA 

informational sheets to junior highs – end of first semester. 
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South Kitsap School District 

Personnel Services 
 

February 
   

CE  S-275 update due March 1.  Check for compliance. 

CE  Respond back by letter to certificated employees who submitted letters with questions/additions to 

reduction-in-force/seniority list and update list. 

CE  Get the 1159 report from Director of Business Services – check actual data against November 

estimate.  Reconcile any differences.  Report to Assistant Superintendent. 

CE  1st week – check master schedules from junior highs for correct teaching assignments with 

teaching certificates. 

CE  Ask Terri Patton for updated Enrollment Revenue + Funded Staffing Prediction sheet to update 

Long Sheet. 

CE  Update Long Sheet to January enrollments. 

CE  Send Resolution to re-employ certificated staff to attorneys for review (last week of February). 

CE  Enter sick leave buy back from Payroll into SKYWARD for S-275 update March 1. 

CL  Attend budget workshop at ESD in preparation for budget process. 

CL  Send temporary employee list to PSE President by 2/15/xx.  (Staff list/Classified/TMP) 

CL  Prepare PSE seniority report—deadline for distribution is March 10 annually. 

CL  Enter sick leave buyback in SKYWARD.  Include in State Report updates due March 1.  

PS  Run report for expired certificates through April 1st. 

PS  Send letters to all Classified/Certificated staff who are required to have First Aid/CPR and who are 

not currently certified or have expired (through April 1st). 

PS  Collect evaluations due (probation, classified). 

PS  Prepare letters to persons on leave asking their intentions for next school year.  (Must be received 

back by February 15th.) 

ED  Assemble application packets for recruitment purposes.  Engage front desk receptionist to assist 

with this project. 

ED  Continue recruitment plans. 

ED  Review progress of pictures etc for display board. 

EA  Take inventory and process annual KCDA order 

EA  Maintenance job descriptions. 

EA  Send memo to administrators asking for staffing information for next year (see sample) 

AD  Prepare enrollment forecasts with Assistant Superintendent for Business and Support Services. 

AD  Review staffing guidelines with Superintendent and Cabinet. 

AD 

 

 Review Sexual harassment, ADA, and affirmative action policies with administrator (at 

management team meeting, February). 

AD  Finalize recruitment plans. 

SS  Week two, print and distribute updated guest teacher and classified substitute lists to the 

employment services desk. 

SS  Update and distribute copy of parking permit numbers to high school. 
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South Kitsap School District 

Personnel Services 
 

March 
 

CE  Prepare and distribute final certificated reduction-in-force/seniority list for March 15th 

distribution. 

CE  Prepare resolution for Board approval for 2nd meeting in March to re-employ certificated staff for 

the following year. (Hold if RIF) 

CE  Begin the preparation of teacher contracts. 

CE  WSPA Spring Conference. 

CE  Attend ESD meeting regarding budget – usually scheduled for about March 15. 

CE  Request third tri schedules from SKHS and check for correct teaching assignments. 

CL  Prepare budget information in preparation for budget process 

CL  PSE JAG annual reviews/appeals due by March 1.  Prepare and set schedule for review. 

CL  Post summer school office assistants positions, FNS summer lunch program and ESY para 

positions. 

   

PS  Run report for expired certificates through May 1st. 

PS  Send letters to all Classified/Certificated staff who are required to have First Aid/CPR and who are 

not currently certified or have expired (through May 1st). 

PS  Collect evaluations due (probation, classified). 

PS  Winter coaching time sheets due. 

ED  First of March:  Memo as above regarding spring student teacher placement. 

ED  Mid-march:  Letter to winter term student teachers regarding meeting with Assistant 

Superintendent for Personnel for Personnel (if experience complete in March and April.) 

ED  Finalize recruitment plans.  Send memo to those participating in Career Fairs regarding schedule.  

Continue to assemble application packets. 

ED  End of March – memo to principals requesting list of teachers interested in supervising student 

teachers for next year. 

EA  Prepare SIRS report. 

AD 

& 

EA 

 Start organization for bargaining teams, calendars, parameters.  CBAs cleaned up 

AD  Check status of provisional employees. 

AD  Review hiring processes with administrators (at management team meeting, April) 

SS  Prepare and send quarterly list of temporary and open classified PSE positions report along with 

required documentation to PSE president. 

SS  2nd week:  Send EA informational sheet to High School, 3rd tri. 

SS  Coordinate with receptionist for lunch break relief schedule for spring break.  
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Updated 08/11/20 26 

South Kitsap School District 

Personnel Services 
 

April 
 

CE  Letter to replacement employees must be issued to terminate employment and typed with 

Superintendent's signature, placement information back in application file (Recruitment Desk). 

CE  Prepare RIF letters to be mailed by May 15th, if applicable. 

CE  Prepare adverse effect employment letters by May 15, if applicable. 

CE  Prepare RIF Resolutions, if necessary. 

CE  Review upcoming budget changes and make a plan for updating the budget files with Assistant 

Superintendent for Personnel and Labor Relations. 

CE  Preliminary K-4 check for next year based on projected enrollment/staffing figures. 

CE  Run and distribute certificate/endorsement lists to each building/work site for all certificated staff. 

CE  Issue teacher contracts for next year. 

CL  Send letters to classified employees on leave requesting notification for their intentions for next 

year (about April 15).  

CL  Send temporary employee list to PSE President by 5/1xx.  (Staff list/Classified/TMP) 

CL  Send Resolution to board for Non Rep Supervisory.  Get resolution number from Supt Admin 

Asst, update saved document with changes and send to Deanna to add to board report per Asst 

Supt HR instructions. (L: PR/office operations/resolutions/yearly) 

CL  Continue review of PSE JAG annual reviews/appeals. 

CL  Send letters re: end of assignment to classified staff working LR/temporary assignments or on 

voluntary reductions for the current year and send  list of temps/LR to Payroll. 

CL  Submit HQ para data to OSPI by April 1st  via EDS system  

PS  Run report for expired certificates through June 1st. 

PS  Send letters to all Classified/Certificated staff who are required to have First Aid/CPR and who are 

not currently certified or have expired (through June 1st). 

PS  Collect evaluations due (probation, classified). 

PS  Send evaluation lists to each school as a reminder (late April). 

PS  Send reminder of timesheet requirements (forms 375 and 376). 

PS  Review certificated validity dates.  Send letters to those whose certification expires June 30th. 

PS  Schedule instructor(s) and dates for summer First Aid/CPR classes. 

PS  Send principals/directors listing of their current classified employees’ status for First Aid/CPR. 

PS  Register employees that need First Aid Training for First Aid Classes held during the summer. 

PS  Audit quarterly Statement of Benefit Charges, investigate each entry for employment benefits 

payment 

ED  Recruitment:  Oregon, Spokane and Tacoma Career Fairs are in April.  Assemble required number 

of materials for each, i.e., application packets, follow-up notes for preferred candidates, career 

cards, SKSD pencils, flowers for table, table skirts, rug for floor, display board. 

ED  At the conclusion of each Career Fair:  Organize career cards, collect notes from each recruiter to 

send to outstanding candidates, send letters to selected candidates and make arrangements to visit 

the district. 

ED  Memo to principals and Department Directors requesting dates for Tacoma candidate visits - about 

April 15. 
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Updated 08/11/20 27 

ED  Multiple certificated applications will be coming in from now until school starts.  Organize, file 

records as they arrive, and enter in Access.  Give to Assistant Superintendent for Personnel for 

Personnel to screen when they are complete.   Match career fair cards with application and enter in 

Access. 

ED  Appoint fall student teachers to requested buildings as applications arrive from university 

supervisors. 

EA  Prepare salary survey analysis from SIRS data. 

EA  Review resolutions for administrators, non-rep supervisory,  certs, send to attorney for review, 

prepare for Board for May or June. 

EA  Write note to Staff Briefing regarding supplemental separate contract for May.  (Forms 375, 376, 

373 see attached letter.) 

EA  Prepare personnel budget for next year. 

AD  Check status of any probationary status employees. 

AD  National Secretaries Week (4th week). 

AD, 

CE 

& 

CL 

 Preliminary staffing projections.  Estimate all FTE and budget costs.  Check K-4 allocations. 

AD  Review candidate material from Career Fairs.  Set up visitations, follow ups. 

SS  Update and print notice of continued employment, set new date for mailing. 
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South Kitsap School District 

Personnel Services 
 

May 
 

CE  Start making changes in EdRM/SKYWARD for budget preparation. 

CE  Issue list of current year retirees to date for Payroll. 

CE  Issue list of current leave replacement contracts expiring to Payroll. 

CE  Complete Washington State Retired Teachers Association request for list of retirees for the year. 

CE  Send out termination letter on supplemental contracts if levy failure. 

CL  Finalize the PSE JAG appeals/annual reviews and prepare responses to employees. 

CL  On or before June 1, distribute PSE JAG annual review/appeal responses prepared in May. 

CL  Update Annual Review/Appeal Log, History of Change, Internal Weighted Factor Comparison 

Analysis, and Examples Document and distribute to PSE JAG members. 

CL  Work with directors, Personnel Services, and Business Services in budget preparation. 

PS  Run report for expired certificates through July 1st. 

PS  Send letters to all Classified/Certificated staff who are required to have First Aid/CPR and who are 

not currently certified or have expired (through July 1st). 

PS  Collect evaluations due (probation, classified). 

PS  Assure that all teacher contracts are in. 

PS  Send Reasonable Assurance of Employment letters to classified employees less than full time 

(around May 15).   

PS  Send out evaluation lists to classified administrators and reminder of August 31 due date. 

PS  Register employees that need First Aid Training for First Aid Classes held during the summer. 

PS  Send out ATRP letters to all certificated staff 

ED  Submit article to Staff Briefings regarding certificated voluntary transfer process. 

ED  Form #317 (Certificated Transfer) to office coordinators. 

ED  Set up new books to file postings for next school year. 

EA  Send reminder to principals to notify staff of their assignments prior to June 1 (SKEA Negotiated 

Agreement Section 6.4.3) 

EA  Prepare for AASPA Seattle Academy in July – Coordinate printing of materials with the substitute 

desk, registrations, accommodations, etc.   

EA  Create employee work calendar as negotiated by SKEA for next year. 

EA  Set the Sexual Harassment Training Date for August and send notice to trainers before the last day 

of school. 

EA  Send MIS year-end report to all staff for yearly totals. 

EA  Prepare for Sexual Harassment Workshop in August 

EA  Update each personnel staff member’s goal sheet for next year. 

AD  Prepare discussions with Superintendent and Board on 1) bargaining parameters; 2) administrator 

contracts; and 3) Superintendent contract. 

AD  Prepare final staffing.  Review with administrators.  Do transfers as necessary. 

AD  Review impact of new state legislation. 

AD   Substitute Appreciation Day. 

SS  Update and send Notification of Continued Employment letters to substitute classified and 

certificated employees before June 5.  Monitor notifications returned.  Resend second group with 

return requested receipt. 
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SS  Send out Summer and extra-Work Opportunities memo dated June 1 from Assistant 

Superintendent for Personnel for Personnel to all PSE employees. 
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South Kitsap School District 

Personnel Services 
 

June 
 

All  End-of-year Personnel Report, including legal log, goals, MIS data. 

All 

 

 Begin to compile MIS data for year-end report, i.e., number of applications received 

(classified/certificated); number of student teacher assigned and which university/college they 

represented; update goals report. 

AP  Substitute Assignment Manager updating and corrections as they happen in personnel. 

AP  Prepare final report on Shared Leave for the past year. 

AP  Check Notification of Continued Employment letter checklist; call those who have not responded. 

CE  Prepare resolution for Board approval 1st meeting in June to re-employ administrative staff for the 

following year.  

CE  Prepare and issue administrative contracts. 

CE  Roll certificated experience in EdRM (correct administrators and NJROTC by selecting 

appropriate district, i.e., South Kitsap – Director). 

CE  Update EdRM Profile to clear ending year’s leaves of absence and enter leaves of absence for 

upcoming year. 

CE  Future budget/staffing preparation (EdRM/SKYWARD). 

CE  Assure that all teacher evaluations are in and filed (summative due May 15, formative due May 

31). 

CE  Print extra curricular lists and add to the historical book. 

CE  Print staff lists for each school with final assignments and add to the historical book. 

CL   

CL  Final proof of classified administrators for July payroll.  See PayPERS Reports list 

CL  Issue supplemental authorizations for summer school positions. (memo to Jackie Baker) 

CL  Finalize the budget. 

CL  Make sure the resolution for Board approval goes to the Board the first meeting in June to re-

employ administrative staff for the following year.  (started by Charyl)  (started in April) 

CL  Update board procedure with salary schedule for NRAdmin (post on-line) 

CL  Staffing allocation documents to administrators…salary exhibit (sort Budget by Loc with 

comments, staffing allocation sheet, formula.  Also send budget salary reports to Dept like OSE, 

CTE, Ath, TR, FNS etc… 

PS  Run report for expired certificates through August 1st. 

PS  Send letters to all Classified/Certificated staff who are required to have First Aid/CPR and who are 

not currently certified or have expired (through August 1st). 

PS  Collect evaluations due (probation, classified). 

PS  Roll coaching experience for next year. 

PS  Register employees that need First Aid Training for First Aid classes held during the summer. 

PS  Call and remind those unassigned remaining employees to sign up for First Aid classes. 

PS  Send out First Aid Class reminders for June classes. 

PS  Spring coaching and year end additional time sheets due (Forms 375 & 376). 

PS  Do check-off of the returned "reasonable assurance of employment letters sent to less-than-full-

time employees in May. Follow up on those not returned.  Send another by certified letter after 

school is out for those not letters not signed and returned. 
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Updated 08/11/20 31 

PS  Put work calendars on website for coming school year. 

PS  Enter completed evaluations in EdRM (run query in EdRM to check for missing evaluation lines 

for the current year).  

EA  Prepare Resolutions for Board approval for non-represented and exempt employees. 

EA  Make sure each school/department has completed their yearly Sexual harassment training. 

EA  Follow-up with principals on Sexual harassment complaints. 

EA  Request compensatory time sheets from classified employees for audit. 

AD  Personnel staff evaluations. 

AD  Audit compensatory time sheets 

SS  Prepare and send quarterly list of temporary and open classified PSE positions report along with 

required documentation to PSE president. 

SS  Set substitute orientation dates. 

SS  Calculate response to Notification of Continued Employment forms.  Follow up on those not 

returned. 

SS  Review goals and write end-of-year report. 

SS  Coordinate receptionist relief lunch schedule for summer months. 

SS  Update all sub forms for next year. 

SS  Print individual substitute experience reports for the substitute file. 

SS  Begin new substitute list for next school year. 

SS  Set fall substitute orientation dates. 

SS  Do goals report draft. 
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From:  jensenv@skschools.org

Sent time:  07/24/2018 11:59:23 AM

To:  finnie@skschools.org

Subject:  Activities Calendar

Attachments:  Activities Calendar.pdf    
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SOUTH KITSAP SCHOOL DISTRICT 

Human Resources 
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Mission Statement 
 

Human Resources 
 

A team dedicated to improving 

student learning by recruiting, 

hiring, and supporting talented staff. 
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Updated 07/24/18 3 

 

Codes: 

 

ALL Personnel Staff ED Employment Specialist 

AD Administrators EA Executive Assistant 

CE Certificated Specialist ES Employment/Substitute Specialist 

CL Classified Specialist SS Substitute Specialist 

PS Personnelist Special-Cert/Class   

 

DAILY/ONGOING 

 

AD • Employment and Recruitment 

AD • Training 

AD • Compensation 

AD • Benefits 

AD • Employee Services 

AD • Employee / Personnel Records 

AD • Performance Appraisals 

AD • Health and Safety 

AD • Staffing 

AD • Planning / Administration 

AD • Labor Relations / Legal Matters 

CE • Certification regulation updates. 

CE • Maintain position tracking system for all certificated position openings. 

CE • Update work area in SKYWARD to reflect daily changes in Personnel Records. 

CE • Work with payroll to ensure all 550B’s needed are completed prior to payroll deadlines.  Act as 

liaison to answer questions of payroll.  (This often involves questions of Assistant Superintendent 

of Personnel for HR). 

CE • Respond by letter to all requests for leave (i.e., maternity leave, leave without pay, sick leave, 

family medical leave, bereavement leave). 

CE • Update State Report S275 certificated staff with additional supplemental pay report from payroll 

office as needed. 

CE • Processing of new certificated employees. 

CL • Continually update SKYWARD, for changing data on classified personnel. 

CL • Address incoming mail – drug/alcohol issues, resignations, union requests, verifications, employee 

requests, etc. 

CL • Address employee and supervisor questions regarding status, personnel procedures, etc.   

CL • Address drug and alcohol testing procedures. 

CL • Processing of new classified employees. 

PS • Maintain position tracking system for all coaching position openings. 

PS • Complete employment verification/loan forms. 

PS • Process classified/certificated/temporary unemployment claims. 

PS • Process address/telephone/name changes. 

PS • Process all new temporary employees, and coaches (additions/changes/resignations). 

ED • Answer phones:  Respond to requests for information, data, and materials from employees and 

community.  Direct calls to appropriate personnel staff or department.  Take messages.   
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Updated 07/24/18 4 

ED • Review incoming mail. 

ED • File:  applications, documents for the applicant and employee personnel files. 

ED • Enter new application into EdRM. 

ED • Maintain list of applicants for open positions in EdRM 

ED • Meet, greet, and respond to those who come to the Personnel Office for an appointment or with 

questions and requests. 

ED • Print and distribute new open positions. 

ED • Enter classified testing scores in EdRM. 

ED • Monitor supply of application materials. 

ED • Track complete certificated applications for screening and enter scores into EdRM.  

ED • Update job line and website with new postings. 

ED • Create job files for open positions. 

ED • Pull files for administrators’ review for interview selection. 

ED • Schedule applicants selected for interviews. 

ED • Decline letters for those interviewed but not recommended for hire. 

ED • Review administrative procedure for interview and hire selection.  Submit to Director of Personnel 

for approval. 

ED • Keep database updated with info regarding new substitutes, or those leaving. 

EA • Open, date stamp and distribute mail to personnel staff.  Assess mail directed to Assistant 

Superintendent and act/make decisions as appropriate.  Follow up with all correspondence sent or 

received. 

EA • Answer phone calls coming in on Assistant Superintendent’s line.  Evaluate and screen calls and 

help when possible, route if appropriate.  Verify all meeting requests with Assistant Superintendent 

before confirmed.   

EA • Backup other phone lines & take and deliver accurate and complete messages in a timely manner. 

EA • Backup superintendent’s secretary and school board meetings in secretary’s absence. 

EA • Process consultant contracts and follow up until payment is made.   

 • Process Public Records requests as needed from Exec Assistant in Business Services. 

EA • Enter and process purchase orders for personnel.  Be familiar with the Skyward system enough to 

run reports and perform purchase order, requisition, and vendor queries. 

EA • Set up Personnel Budget at beginning of school year.  Process Purchase Orders, Invoices, returns, 

and work with Purchasing and Accounts Payable as needed.   

EA • Take minutes at meetings when needed.  Share secretarial duties at negotiation meetings. 

EA • Keep abreast of changes in Assistant Superintendent’s daily calendar and notify  immediately when 

changes occur.  Follow up with committee members, meeting rooms, catering, printing, etc.  

Prepare agendas, schedule and confirm appointments as needed. Maintain current committee 

members’ lists. 

EA • Prepare and enter Collective Bargaining Agreements and Addendums. Keep records in vault of all 

bargaining unit agreements, MOAs, LOAs, etc. 

EA • Prepare Assistant Superintendent for presentations/conferences by getting material ready, as 

needed. 

EA • Perform duties of Office Coordinator, and attend monthly meetings.  Relay meeting information to 

Human Resources Staff.  Specific to Human Resources:  Maintain birthday lists, vacation calendar, 

days off, or changes in office schedule while making sure there is coverage from 7:30 to 4:30.  

Help promote teamwork, equality and social outings in order to increase morale and help make the 

office atmosphere as pleasant as possible.   
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Updated 07/24/18 5 

EA • Create and maintain organization and efficiency in office, work area and Assistant Superintendent’s 

office.  Ensure that files are kept current and purged or sent to vault as needed.  Maintain current 

names, addresses, phone numbers, emails, fax and cell phone numbers for correspondence. Look 

for ways to increase efficiency and organization.   

 • Attend Cabinet Secretary meetings on Monday afternoons.  Share information where possible with 

HR staff. 

EA • Observe safety, security, and confidentiality measures.  Keep legal files locked and inaccessible to 

public, staff, etc.  Monitor traffic through the Human Resources Office and keep anyone uninvited 

out of Assistant Superintendent’s office.  Attempt to conduct business at the window whenever 

possible. 

EA • Prepare and maintain correspondence via mail or email as required.   Keep up to date with 

technology and software changes and attend classroom instruction whenever possible. Help other 

Human Resources users as needed with software or technique.  Transcribe legal tapes for 

consultants as needed.  Type and maintain Internal Procedures, Emergency phone lists, user 

passwords, copy machine codes. 

EA • Utilize Skyward/Human Resources Records to run reports & labels, access data and prepare mail-

merge letters. 

EA • Utilize Rainshadow Applicant Tracking to access applicant information and run reports in the event 

there is no coverage at the Human Resources Specialist’s desk.  Be familiar with the applicant 

process and be able to retrieve applicant files, check open positions and ascertain status.   

EA • Ensure that office equipment is functioning properly and troubleshoot/call repairman when it’s not.  

Ensure that we are always stocked with toner, etc. to maintain equipment.  Request assistance from 

Technology or Facilities & Operations when needed. 

EA • Inventory supplies and re-stock as needed and as budget allows.  Keep supply closet organized and 

uncluttered.  Keep running list/literature of future supplies to be considered for next year’s budget.   

EA • Make travel arrangements as needed and process travel reimbursement requests upon return.   

EA • Maintain legal logs and files for investigations, grievances, plan of improvements, evaluative status 

- provide copies to building principal and attorney.  Create case-specific logs when needed. 

EA • Maintain legal log; work with Assistant Superintendent for Human Resources for Human 

Resources in tracking progress. 

EA • Special projects as assigned, i.e Sexual Harassment Materials, New Employee                                       

       Handbooks, Cares Fair, Conference preparation, Back to School Celebration committee work, etc. 

EA • Maintain Collective Bargaining Notebooks, Policy Manual, Insurance Committee Notebook, Board 

Agendas, Sexual Harassment & Legal Logs.    

SS • Process certificated fingerprinting as needed. 

SS • Respond to questions from schools and substitutes on various issues. 

SS • Track potential long-term certificated guest teachers until they reach the required number of days to 

be placed on certificated salary pay schedule.  Prepare necessary paperwork with added documents 

and send to CE.  When returned with salary placement, prepare an informational memo for sub 

employee.  Send PAF to payroll. 

SS • Track potential long term classified subs.  Place on salary schedule and send PAF to payroll.  Send 

letter of info to sub employees. 

SS • Enter new guest teachers and classified substitutes in SKYWARD. 

SS • Answer phones, process and research various requests. 

SS • Process mail for Substitute Services. 

SS • Assist other personnel staff as needed in a team effort. 

SS • Meet new substitutes and process paperwork. 
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Updated 07/24/18 6 

SS • Accommodate, anticipate, process, dispatch (usually through SAS) the principals’, secretaries and 

employees classified and certificated daily and future substitute requests from leave forms and call-

in requests, to provide substitutes for the District.  Carefully monitor future closed days.  All 

professional leaves are entered by substitute services. 

SS • Call the school secretary/principal/head custodian and notify them if the substitute office cannot fill 

the vacant employee position. 

SS • Audit, determine, authorize, and obtain budget codes and department signatures on Form 78’s for 

permanent and substitute employees for payment by payroll. 

 • Edits and authorizes employee leave. 
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South Kitsap School District 

Personnel Services 
 

WEEKLY 
 

EA 

 
• Every Monday, check the Assistant Superintendent’s schedule for the week and send reminders. 

Obtain last minute materials for Cabinet Meeting.   Review personal calendar to check on ticklers, 

catering orders, and deadlines.  Prepare materials for Board agenda through Board Docs. 

AD • Attend Cabinet Meetings (Mondays). 

AD • Weekly meeting with SKEA president. 

SS • Provide parents with compiled tutor list as requested. 

SS • Approve classified substitutes. 

SS • Input and update substitutes on SKYWARD system. 

SS • Complete verifications of present and/or prior employment experience for substitutes. 

SS • Fingerprint and verify fingerprints. 

SS • Research, process, reply to Job Service Center, and enter on database all substitute activity 

regarding employment security documents.  Attend unemployment hearings 

SS • Check professional leave billables for approved paperwork. 

SS • Send all Leave Without Pay requests to personnel director for approval. 

SS • Update SAS with Employee Data and change in status from board agenda information 

SS • Process credit approval forms (Form 169) for guest teachers. 

SS • Process substitute evaluations as received. 
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South Kitsap School District 

Personnel Services 
 

MONTHLY 
 

All • Attend District Office Staff Meeting. 

All • Personnel staff meeting (once a month).  Review goals and budget. 

All • Review and update activities calendar. 

All • Review progress on goals. 

All • WSPA meetings. 

All • Board agenda preparation (1st and 3rd Monday) Must be ready by 8:00 AM on prior Wednesday. 

CE • Compute and adjust credits and experience to salary schedule for 20-day substitutes for placement 

on the salary scale.   

CE • Record receipt of certificated evaluation forms as they are received. 

CE • Send out Shared Leave email usually at least once a month or as new Shared Leave requests are 

approved.  

• Make updates in Skyward as necessary for Payroll processing. 

• Send out Enrollment reminders to Office Coordinators and Registrars the first day of the month. 

These are used for overload tracking.  

CL • Process files for classified new hires. 

CL

CL  
• Work with payroll to ensure payroll authorizations are completed prior to established deadlines 

• Act as liaison to answer questions of payroll. 

CL • Coordinate drug and alcohol testing for those selected from the pool of CDL license positions. 

CL • Maintain position tracking system for all classified position openings. 

CL • Attend Trainings at OESD 

CL • Attend labor management meetings. Type and distribute notes. 

 • Run SNA report to verify current certification for edu pay. (email FNS for updated certification as 

needed or delete pay) 

PS • Check for expired certifications (teacher/first aid & CPR). 

PS • Check for evaluations that are due. 

PS • Check for list of Social Security cards outstanding. 

PS • Check fingerprints that are pending. 

ED • Student teacher process: 

Contact principals for placement. 

Send letter to university supervisor to confirm placement. 

Memo to certificated directors, principals, and cooperating teachers regarding assignment. 

Letter to student teachers regarding meeting with Assistant Superintendent for Personnel for 

Personnel. 

ED • Update tutor list comprising presented employees and substitutes that have a current Washington 

State Teaching Certificate, address area, telephone, subjects and grade level willing to tutor. 

EA • Check SKEA CBA email reminder list and send reminders to principals as needed. 

EA • Check tickler file for legal cases and follow up on plans of improvement, or any other investigation 

recommendations (i.e. classes, doctor appts., alcohol testing, etc.) 

EA • Prepare agendas/materials for monthly union meetings. 
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Updated 07/24/18 9 

EA • Attend monthly Office Coordinators meeting.   

EA • Attend monthly SKEA/SKSD Communication Team Meetings and take and distribute minutes 

EA • Attend Emergency Command Center meetings. 

EA • Prepare agenda/minutes for monthly Personnel Meeting- type minutes. 

EA • Year end reports 

EA • Review department budget with Assistant Superintendent.  Run accounting reports and balance 

budget. 

AD • Attend Union/District meetings. 

AD • Review status on open legal files with cabinet. 

AD • Provide evaluation inservice to administrators on 1st management meeting of month. 

SS • Calculate, prepare, and distribute monthly employee absence reports showing substitute usage for 

Cabinet, 1) by type of absence for prior month be certificated and classified; and 2) comparison of 

current year Vs prior year absence by month by certificated and classified. 

SS • Check Substitute certificate expiration dates. 

SS • Process substitute employee fingerprinting as needed.   

SS • Prepare sub PAFs for new guest teachers and classified substitutes and for any changes in pay for 

all substitutes. 

SS • Send monthly sub reports to schools.   

SS • Send monthly absence report for Payroll 1) certificated 2) classified on the 31st for subs. 

SS 

 
• Furnish SKEA a listing of substitutes who are qualified for representation.  The list shall be 

provided to the association monthly. 

SS • Coordinate fingerprinting of substitutes. 

SS • Check status of fingerprint reports 

SS • Accumulate, monitor, and furnish substitute billable report to payroll with backup community, 

Education Association, or school ASB approval documents with attached professional leave. 

SS • Confer with payroll regarding discrepancies in leaves; furnish information for decision. 

SS • Send monthly substitute reports to schools on 1st  

SS 

SS 
• Send monthly substitute certificated report to payroll on 1st day of month 

• Send monthly substitute classified report to payroll on 1st day of month 

SS • Supply payroll with monthly PSE substitute report for union dues. 

SS • Send updated substitute list with special ID numbers to all schools. 

SS • Prepare L&I report of substitute time for employees on light duty for Geri Nelson.  Give to 

Classified Specialist. 

SS • Send employee leave report to schools and departments on the 11th of each month. 
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South Kitsap School District 

Human Resources 
  

 

July   
  

All  Summer staff meeting.  Review mission.  Develop goals for next year.  Review personnel 

operations calendar. 

All  Mid-July, concludes MIS data and submit to Assistant Superintendent for Personnel for Personnel. 

All  Contribute items for “welcome back” packet to employees. 

CE  Check to assure that all administrator evaluations in and filed (due June 30). 

CE  Send list of stipend and coaching assignments to principals and directors for corrections. 

CE  Run Skyward query to ensure all employees reflect the correct location in HR Records after 

staffing and any involuntary transfers are completed. 

CE  Processing of new employees. Begins heavy season. 

CE  Keep Longsheet updated with any budget changes. 

CE  Finalize upcoming year’s budget. 

CE  Post Experience to Skyward WA-Experience tab and to the UDF- HR Experience History after 

final July payroll run to ensure all leave has been posted. 

CE  Get sub experience from Substitute Coordinator for regular employees to have subbed during the 

year and post to their experience in Skyward. 

CE  Balance and  print final salary exhibit for historical binders in the vault including longsheet. 

CL  Update administrator spreadsheet (classified) for Payroll (coordinate with HR Cert Spclst for the 

cert info).Located: Staffing/xx-xx/Admin. 

CL  Print Special 1 person Calendars. 

CL  After the budget is set, prepare excel report summarizing the budget FTE (the “long sheet”).   

CL  Continue to update SKYWARD systems to prepare for September payroll. 

PS  Run report for expired certificates through September 1st. 

PS  Track to ensure that all administrator contracts are in. 

PS  Verify all administrator contracts are in. 

PS  Update work calendars on website. 

PS  Update salary schedules/CBAs on website. 

PS  Update the historical binders with calendars and salary schedules from the previous school year . 

PS

 

 Update “New Employee Orientation Manual.” 

PS  Sign Destruction Authorization for files at Warehouse. 

PS  Collect Duty Verification Records (376) and Additional Time Verification (375). 

PS  Collect evaluations due (summative, formative, administrators, probation, classified). 

EA  Update internal procedures manual for personnel cross training. 

EA  Prepare Teacher’s Work Calendar for next year as negotiated. 

AD  Prepare annual personnel year-end report including MIS data. 

AD  Prepare for annual summer meeting. 

AD  Do Personnel Services staff evaluations. 

SS  Audit quarterly Statement of Benefit Charges, investigate each entry for employment benefits 

payment. 

SS  Substitute Assignment System updating and correcting. 

SS  Week one, compute last year’s sub days for less than 1.0 FTE for Cert. Specialist. 
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Updated 07/24/18 11 

SS  Update substitute handbooks. 

SS  Print individual reports of recent year cert sub days worked.  File in sub folders. 

SS  Purge inactive sub files - add to payroll files in the Big Guy Room. 

SS  Prepare and distribute current school year statistics reports for Assistant Superintendent for 

Personnel for Personnel. 

SS  Recruit/review files for new substitutes. 
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South Kitsap School District 

Personnel Services 
 

August 
 

CE  List of supplemental contracts submitted to Board at 2nd meeting of month. 

CE  Check copy of high school and junior high first TRI master schedules of cert. Employees (mid to 

late August) to verify valid certificates.  Send report to buildings 

CE  Run and distribute certificate/endorsement lists to each building/work site for all certificated staff. 

CE  Update S275 for final transmittal in September. 

CE  Complete job log for the prior school year and print in the historical binder. 

CE  Include instructions to part-time staff in the annual Learning Improvement Day notice. 

CE  Reminder to certificated staff of the deadline for official transcripts and posting of credits for next 

school term.  (Deadline November 1.) Add to Welcome Back Packet and Staff Briefings. 

CE  Post Summer School and extended OSE School experience for those with less than 1.0 FTE.  Get 

data from Payroll on who actually worked (some classes may have been canceled). 

CL  Update drug/alcohol pooling list (TR – Beth, F&O – Paula).  Remind them to test missed 

employees. 

CL  Upload data from prior year Skyward Plan to UDF Position Experience History screen. 

CL  Update SKYWARD for September payroll. (see notes)  

CL  Upload Vac days for 260 day employees into UDF for Sept Payroll 

CL  Update S275 for final transmittal in September. (Cert Specialist to help) 

CL  Print final budget salary exhibit and long sheet for upcoming year and file in historical binder  

CL  Make sure any update job descriptions resulting from JAG/bargaining are finalized and out on the 

website, also update posting template documents. 

CL  Make sure non-represented employee salaries for upcoming school year have been approved by 

the Board (Board Policies). 

PS  Run report for expired certificates through October 1st. 

PS  Send letters to all Classified/Certificated staff who are required to have First Aid/CPR and who are 

not currently certified or have expired (through October 1st). 

PS  Collect evaluations due (probation, classified). 

PS  Process transcripts for September payroll. 

PS  Issue supplemental, separate and coaching contracts for certificated – with September packets. 

PS  Send September packets (cover letter, base records, credit record, experience report, PF, separate  

PS  Process temporary employees hiring for new school year. 

PS  Send mailing out to those Certificated employees eligible for ATRP Option 2 payment to see if 

they want lump sum or 12 payments for ATRP. 

PS  Archive the first file for Arc09-10 (change year respectively). 

PS  Annual destruction of records for files in vault (retain current year plus six years). 

PS  Begin preparation of base record packets for classified staff.  

EA  Work on negotiated agreements as settled (new language) 

EA  Prepare for CARES Fair for September.  Contact vendors, schedule with the high school and 

schedule sub custodial services, complete paperwork necessary. 

EA  Schedule a meeting with Payroll and Personnel for at least two hours for the Assistant 

Superintendent to go over the CBA changes 
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EA  Request two copies of master schedules from school (first week).  Give to Certificated and 

Classified Personnel specialist. 

EA  Prepare materials for annual office coordinator and administrator meetings. 

EA  Update the master list of CBA timelines to share at administrator’s meetings. 

EA  Prepare emergency confidential phone numbers and phone tree for Administrators’ summer mtg. 

EA  Prepare & process Purchase Order for Annual TSSI maintenance : $3,000.00, CopyCo, and ESD 

Transcripts. 

EA  Send master student calendar to office coordinators.  They print for their students. 

EA  Send teacher calendar to printing for all staff to be distributed on first day 

EA  Send letter re: driver abstracts and CVL licenses. 

EA  Prepare agenda and order food for New Employee Orientation. 

EA  Prepare, print and assemble New Employee Handbooks. 

AD  Schedule meetings with administrators, payroll, personnel, to review changes in negotiated 

agreements. 

AD  Prepare motion for Non-Represented employees for Board. 

AD  Prepare annual Welcome Back packets for staff including benefit open enrollment data. 

AD  Prepare orientations binders.  

AD  Request final report on prior year staff evaluations. 

AD  Prepare employee calendar packets. 

SS  Make data corrections and up-to-date entries on SAS.  Need to have SAS ready to begin the new 

year. 

SS  Prepare for substitute orientations, contact BUS for goodies, plan w/ Food Service.  Contact guest 

speakers. 

SS  Check with Eschool Solutions for any new updates. 

SS  Pull final sub report for school year. 

SS  Sub experience and verification data to sub files 

SS  1st week-Update and Send final approved draft of substitute handbooks to printing  

SS  Send out final updates for First Aid Class reminders for August classes. 

SS  Close out and run SAS statistics to begin the new year two weeks prior to school. 

SS  Pull final sub days for custodians and clerical for summer work. 

SS  Request master schedules from schools, update SAS. 

SS  Last Week – Send updated substitute list with special ID numbers to all schools. 

SS  Bloodborne Pathogen monitoring of BBP training, enter into SAS, prepare certificate of 

completion for all new substitute employees. 

SS  Do sub info packets for:  Back to School News, Welcome Back Packet, office coordinators’ 

meeting, administrator meeting, new employee orientation 

SS  August 7 – begin organization of sub orientation 

SS  August 7 – bring year end SAS leave reports up to date 

SS  Check sub handbooks—have they been printed? 

SS  August 11-17—send out sub invites to orientation 

SS  August 22—put sub packets together 

SS  August 23—sub organization done? 

SS  Write or update any internal procedures not done. 

SS  August 21—send out new school years leave request forms that have already been sent in and 

approved with reminder note to employee to enter in SAS. 

SS  August 21—enter professional leave for new school year. 

SS  August 21—first day employees can enter leaves for new year. 

SS  August 22—add any new classification of position in SAS.  Check with the certificated and 

classified desks. 

SS  August 30—check to be sure all cert subs have expiration date for certificates in SAS. 
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SS  August 30—check to be sure all subs have expiration dates or completed date of Blood Borne 

Pathogens training in SAS. 

SS  August 24—September 10 sub fingerprinting 

SS  Close out and run SAS statistics to begin the new year two weeks prior to school. 

SS  Update track calendars in SAS for each employee 
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South Kitsap School District 

Personnel Services 
 

September 
 

CE  Issue supplemental, separate and coaching contracts for certificated staff – First Week. 

CE  Send elementary schools each a sheet for elementary specialist sections (second week). 

CE  Issue supplemental contracts.  (Lists come from the secondary schools.) 

CE  Check department head sections.  Arrange meeting with secondary principals the last week in 

September and set final October 1 numbers. 

CE  Update WSPCI and roll to payroll for September pay. 

CE  Update teacher assignments based on schedule changes. 

CE  For all newly hired certificated employees for the current school year, organize into personnel files 

and place on current salary schedule. 

CE  Give the payroll office a report on salary placement for all employees. 

CE  Identify newly hired teachers for Mentor Program and give to the Director of Special Programs.  

CE  Prepare list of itinerant evaluators. 

CE  Send list of provisional 1 and 2, and leave replacement contracts to administrators.  

CE  Send reminders to administrators for overdue evaluations from the previous school year. 

CE  Last week, send Staff List Update to administrators for final check. 

CE  Attend the district insurance benefits fair (Cares Fair). 

CE  Roll new year evaluations and send current year list to buildings. 

CE  Review S275 reporting requirements. 

CL  Prepare excel report (long sheet) summarizing FTE for previous year (current).  Balance to Salary 

exhibit report and file both in historical binder. 

CL  After the budget is set and contracts settled, send salary exhibits to building administrators, 

including employees' vacation days.  Send marked "confidential." (send with staffing allocation 

sheets) (Send after Oct 1enrollment numbers come in, this is done June & Oct unless contract 

pending) 

CL  Request initial bus driver package hour adjustment in preparation for September payroll. 

CL  Attend the district insurance benefits fair (Cares Fair). 

CL  Request leave without pay report from payroll after September payroll.  Update comments on 

UDF HR-experience history. 

CL  Print report of classified position log (excel spreadsheet) when complete for the year and file in the 

historical job log binder  

CL  Update employee information on SKYWARD and export to payroll for September payroll (base 

assignments first). 

CL  Send written report to PSE president on Temp positions by Oct 1 (contract status, unit=PSE, 

contract=Temp and RTMP) 

CL  Send temporary employee list to PSE President by 10/1/xx. (Skyward report) 

PS  Run report for expired certificates through November 1st. 

PS  Send letters to all Classified/Certificated staff who are required to have First Aid/CPR and who are 

not currently certified or have expired (through November 1st). 

PS  Collect evaluations due (probation, classified). 

PS  Send September packets (cover letter, base records, credit report, experience report, PAF, separate 

contract, supplemental contract, coaching authorization) to all certificated employees. 
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PS  Distribute base record to Classified. 

PS  Notify teachers of transcript deadline of November 1st  (classes must be complete by 10/1) 

PS  Check that fingerprinting, disclosure forms, I-9, and BBP training is completed for all new 

certificated employees. 

PS  Process transcripts for salary changes. 

PS  Check for missing fingerprints, disclosures, I-9s, and BBP training dates. 

PS  Make sure non-rep and all CBAs have updated salary schedules on website. 

ED  STUDENT TEACHERS: Review college/university agreements for student teacher placement to 

see if need to be updated. 

EA  Facilitate  and attend CARES Fair.  Greet vendors, make sure all have tables assigned, greet 

attendees, hand out cards for door prizes, collect door prizes, etc.  Next day, select and notify door 

prize winners, send thank-you emails to vendors. 

EA  Publish confidential address book after all changes have been made (include on leave). 

EA 

 

 Make changes in CBA as soon as bargaining settles.  Print and send to members, CBA 

Bookholders, Administrators, etc. Put original signed copies in the Vault.  Copy new CBA on disk 

and put in vault with originals. 

EA  Make clean copy of CBA (take out bold and strikeouts) for next negotiations.  If any new 

addendums, make language changes in the current CBA.  Make a list of timelines (i.e. seniority 

lists due, or items in the Letter of Understanding to make sure any agreements or commitments are 

fulfilled.) 

EA  Update District Teams for next year and Status of CBA  (see samples) 

EA  When all the 5000 policies and procedures for non-rep employees have been approved by the 

Board, print a new book and distribute. 

EA  Send payroll stipend authorization for negotiation members. 

EA  Prepare new legal log. 

EA  Prepare new budget in Budget Manager.   

EA  Invoice or close out any open requisitions.   

EA  Run year-end reports and close out logs and/or binders and prepare new ones for next year:  legal, 

insurance, purchase orders, sexual harassment, etc.  

EA  Schedule annual meetings:  Union Presidents, PSE and SKEA Labor Management Teams, 

Personnel Staff Meetings. 

EA  Hire new student worker if summer student is not available any longer. 

EA  Renew any consultant contracts. 

EA  Renew purchase order for Maintenance Agreement of Xerox copier (see sample). 

EA  Renew purchase orders for contracts:  Kitsap Business Machines; Copyco (one for Maintenance) 

and (one for lease option See internal procedures); TSSI Maintenance; American Red Cross; 

Washington State Patrol for fingerprinting, Kitsap County Health department 

EA  Distribute new salary schedules to Personnel staff and update Assistant Superintendent's Salary 

Manual. 

AD  Opening school staffing report to Superintendent and Board. 

AD  Monitor enrollment first four days of school and each Friday in September.  Meet with Cabinet as 

necessary and adjust staffing. 

AD  Assure that names of district Affirmative Action Officer, ADA Compliance Officer, and Title IX 

Officer are published. 

AD  Preview BEA/K-4 reporting requirements. 

SS  Coordinate and give substitute orientation. 

SS  Edit SAS for final updates. 

SS  Continually get updates from Certificated Specialist and Classified Specialist to update SAS. 

SS  Check on the number of substitutes – will sub classes need to be set up? 
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SS  Provide updated substitute salary survey from surrounding districts to Assistant Superintendent for 

Personnel. 

SS  Send out EA and PA Informational Forms to all schools with individual names on each form.  

These employees will need to return the forms for sub information.  Very important 

SS  Update old employees and add new. 

SS  All employees need to register with SAS, contact schools to inform them who has not. 

SS  All substitutes need to register with SAS. Contact each sub who has not register. 
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South Kitsap School District 

Personnel Services 
 

October 
 

CE  Prepare State Report S275 and run salary exhibit - "snapshot" of October 1st – for November 

transmittal. 

CE  Elementary specialist sections due from each elementary school for assignment calculations. 

CE  Check leave replacement contract list against board agendas. 

CE  Staff FTE counts for MIS using State Report October 1st. 

CE  Request part-time calendars. 

CE  Attend ESD workshop on S275 Fall Reporting. 

CL  Identify "October 1 snapshot" employees to be reported on State 275 report. 

CL  Receive driver hour adjustments by October 31 (effective November 1). 

CL  Staffing:  Adjust classified hours to October 1 enrollment. Balance FTE with October enrollment 

changes.  Distribute changes to all schools. Report balance of extra hours to all buildings after Oct 

1 adjustment. Send staffing documents (allocation sheet, salary exhibit, formula) 

CL  Set banked hour budgets (round to nearest whole dollar per Business Services).  E-mail 

information out to schools. 

CL  Update the historical binder with the S-275 summary and salary exhibit for the previous school 

year.  File previous year’s S-275 in the vault. 

CL  Attend ESD S-275 workshop. 

CL  Work on S-275 report for current year. 

CL  Send SEIU President updated list of classified substitutes (from substitute desk, transportation, 

and FNS), as requested. 

CL  Update longevity/experience records to reflect correct amounts based on 80% work year.   Print 

experience for previous year’s terms and file in vault (including any classified that have changed 

to certificated). 

CL  When LWOP posting is complete, send copy of SEIU and PSE lists of total years experience to 

each union president, if requested. 

PS  Run report for expired certificates through December 1st. 

PS  Send letters to all Classified/Certificated staff who are required to have First Aid/CPR and who are 

not currently certified or have expired (through December 1st). 

PS  Collect evaluations due (probation, classified). 

PS  Send out email to ATRP option 2 (373) lump sum payouts – due by November 1st. 

PS  Verify that signed copies of certificated employees' supplemental and separate contracts are 

received. 

PS  Continue to process transcripts for salary increases.   

PS  Obtain list of staff assigned to health room from secondary schools and check HBV and First 

Aid/CPR status. 

PS  Obtain list of special education paraeducators from OSE (HBV) who perform regularly scheduled 

diaper changing duties and/or assigned to day treatment, preschool, and/or self-contained 

classrooms. 

PS  Address HIV/HBV inoculation requirements. 

PS  Prepare and send the annual bloodborne pathogens training information (required by law). 
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PS  Query to check that all positions eligible for HBV have received notification and this is reflected in 

EdRM. 

PS  Query to check that all positions required to hold First Aid/CPR are reflected in EdRM. 

ED  STUDENT TEACHERS:  End of October:  Begin receiving requests for winter placement. 

Send letter to principals with request for placement. 

Send letter to university supervisors when principals confirm placement, with copies to principals 

and cooperating teachers. 

ED  Memo to principals requesting list of cooperating teachers. 

EA  Make clean copy of each CBA with any new language.  Copy old to disk and put in vault with 

original signed copy.   

EA  Send notices to PSE employees with job up for review with JAG. 

EA  Prepare materials for AASPA and WSPA conferences. 

EA  Prepare registrations and make reservations for Fall WSPA conference. 

EA  Schedule JAG meetings for the year. 

EA  Send inclement letter to all staff, place copies in the orientation binders, and provide copies to the 

certificated and classified desks. 

AD  October 1 staffing reports. 

AD  Schedule goals conferences with personnel staff 

AD  AASPA annual conference. 

AD  K-4 report. 

AD  BEA report including certificated waivers to Board. 

AD  Run Certificated and Classified Affirmative Action Report Data for October 1 

SS  Enter certificated changes on SAS as received from Certificated Specialist. 

SS  Send PSE President the quarterly report of temporary positions. 

SS  Send less than 1.0 employees a letter for sub status. (see sample letter) 

SS  Audit quarterly Statement of Benefit Chargers, investigate each entry for employment benefits 

payment. 

SS  Prepare, print and distribute current list of certificated guest teachers and classified substitute 

parking permit numbers for high school. 

   

 

A
ct

iv
iti

es
 C

al
en

da
r.

pd
f



Updated 07/24/18 20 

South Kitsap School District 

Personnel Services 
 

November 
 

CE  Request 2nd TRI schedules from SKHS and check for correct teaching assignments with teaching 

certificates. 

CE  Continue to update S275 for transmittal and double check report for corrections and correct edit 

corrections for December transmittal.  Check for salary compliance (1801 report). 

CE  Check to assure that observations have been completed on all new hires. 

CL  Prepare excel report (the “long” sheet) summarizing FTE for Oct 1.   

CL  Send temporary employee list to PSE President by 12/1/xx.  (Staff list/Classified/TMP) 

CL  Complete and transmit S-275 report by November 15th (aprox).  Prepare excel staff report 

summarizing budget FTE.   

PS  Run report for expired certificates through January 1st. 

PS  Send letters to all Classified/Certificated staff who are required to have First Aid/CPR and who are 

not currently certified or have expired (through January 1st). 

PS  Collect evaluations due (probation, classified). 

PS  Review the bloodborne pathogens report to identify persons still needing training. 

PS  Send final reminder for overdue evaluations for prior year. 

ED  STUDENT TEACHERS: Arrange placement for winter/spring assignments. 

ED  Message on job line regarding request to retain application and update EdRM with 1/01/xx 

ED  Obtain updated list of substitutes from the following departments:  custodial, transportation, food 

service, and the sub office.  Update data base substitute information. 

ED  Respond to letters from universities requesting recruitment dates and updated information.  Send a 

Descriptive Guide, two applications, and any promotional materials available for the district and 

for the community. 

EA  Send out Emergency School Closure (Snow Memo) to all employees. 

EA  Send notices to employees – jobs for review (JAG) 

EA  Prepare Personnel Holiday Newsletter/Cards 

AD  Finalize staffing reports. 

AD  Evaluation meetings with staff. 

AD  Attend full WSPA Conference 

AD  Continue work on staffing.  Prepare for SKHS 2nd trimester 

SS  Print current list of certificated guest teachers and classified substitutes for employment services. 
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South Kitsap School District 

Personnel Services 
 

December 
 

CE  Make corrections to preliminary certificated seniority list, updating new employees, total number 

of credits (hard credits plus excess credits), degree, and years of experience.  Due to SKEA 

staff by January 15. 

CE  Check ESA staff seniority (nurse, counselor, social worker, psychologist, OT, PT, and SLP) to 

ensure all ESA certificate holders are in the proper category and those in these seniority categories 

still hold a valid ESA certificate. 

CE  Complete the SIRS report. 

CL  Prepare report to classified staff showing seniority data – SEIU due January 10.  Check LWOP 

report for exceptions and leave replacements for anyone hired as a LR and subsequently hired as a 

regular employee in the same position (retro seniority). 

CL  Enter summary data for S275 report in excel report—South Kitsap School District—Classified S-

275 History using the 1801 Report for summary totals (Staffing/Excel/History/Class S275.xls) .  

Send copy to Asst Supt-Business.  File one copy in yearly summary book.  Send Director of 

Business a copy of OSPI 1801 report. 

 

PS  Run report for expired certificates through February 1st. 

PS  Send letters to all Classified/Certificated staff who are required to have First Aid/CPR and who are 

not currently certified or have expired (through February 1st). 

PS  Collect evaluations due (probation, classified). 

PS  Fall coaching time sheets due. 

PS  Archive EdRM files for terminated employees from prior school year. 

PS  Request 90-day observation dates for September new hires. 

ED  RECRUITMENT: 

1.  Review Career Fair dates with Assistant Superintendent for Personnel for Personnel. 

2.  Register for Career Fairs (Purchase Order) 

3.  Arrange for hotel accommodations. 

4.  Memo out to administrators (principals, vice principals, and director) regarding Career Fair 

dates and request their response as to participation.  Determine possible teacher participants. 

5.  Inventory applications, folders, career cards, special notes. 

6.  Evaluate if changes are needed on brochure insert for applicants. 

7. Order items needed. 

8. Review display board for career fair with AS. Director for Personnel And Communication 

Coordinator. 

ED  Send “update” letters to all applicants (except current employees). 

ED  Update applicant information in EdRM according to response from letters. 

EA  Start transportation job descriptions. 

EA  Send holiday cards/newsletter 

AD  Review recruitment plans. 

AD  Review personnel budget with executive secretary 

SS  Prepare and send quarterly list of temporary and open classified PSE positions report along with 

required documentation to PSE President. 
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South Kitsap School District 

Personnel Services 
 

January 
 

CE  Prepare on EdRM and distribute the preliminary certificated seniority list for January 15th 

distribution. 

CE  Check NCLB status as of Oct. 1 for reporting. 

CL  NCLB check for current year.  

CL  Prepare information for the PSE JAG annual review and appeals process to be distributed the first 

part of January. 

CL  Mid-January, distribute information for the PSE JAG annual review and appeals process.   

CL  Schedule the PSE JAG training for late January/early February. 

CL  Schedule dates for PSE JAG annual review/appeal process in March and April. 

CL  Update the PSE JAG Moodle access  

CL  Send SEIU President updated list of classified substitutes (from substitute desk, transportation, 

and FNS). If requested 

CL   

CL  Send PSE president temporary position listing by 2/1/xx (Staff list/unit = PSE/ Temp) 

CL  Check State of Washington for poster updates and e-mail office coordinators list of required 

workplace posters with any updates. 

PS  Run report for expired certificates through March 1st. 

PS  Send letters to all Classified/Certificated staff who are required to have First Aid/CPR and who are 

not currently certified or have expired (through March 1st). 

PS  Collect evaluations due (probation, classified). 

PS  Check that all eligible for the Hepatitis B vaccination were sent letters. 

PS  Check that all bloodborne pathogen training is done. 

PS  Update fingerprint records 

PS  Send second notice of overdue evaluations for previous year 

PS  Check to see if minimum wage has increased. 

ED  Continue as December.  Fine tune recruitment plans.  Memo to possible teacher participants. 

ED  Move applications from “In-Active” file cabinet to boxes and store in resource room.  Mark with 

destroy date 4 years from present. 

ED  Mid-January:  Begin receiving requests for spring placement of student teachers.  Follow process 

indicated in October. 

ED  Archive EdRM records using current calendar year as update. 

ED  Continue to update applicant information in EdRM according to response from letter. 

ED  Remove certificated and classified applications of those who are not substitutes; or have not 

requested their application to be retained and put in “in-active” file cabinet.  

ED  Files stored in resource room to confidential dump.  

EA  Prepare registrations and make reservations for WSPA Spring Conference. 

EA  Prepare AASPA and WSPA materials for Spring Conference. 

EA  Check batteries for emergency equipment. 

EA  Do inventory of supplies and prepare annual KCDA order. 

AD  Remind administrators of probation deadlines. 

AD  Prepare for Superintendent annual mid-year report. 
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SS  Audit quarterly Statement of Benefit Charges, investigate each entry for employment benefit 

payments. 

SS  First of each year, check on list of EA’s and PA’s available list and campaign for more if 

necessary which is usually the case. 

SS  4th week:  Send E-mail to office coordinators and have them send changes for EA and PA 

informational sheets to junior highs – end of first semester. 
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South Kitsap School District 

Personnel Services 
 

February 
   

CE  S-275 update due March 1.  Check for compliance. 

CE  Respond back by letter to certificated employees who submitted letters with questions/additions to 

reduction-in-force/seniority list and update list. 

CE  Get the 1159 report from Director of Business Services – check actual data against November 

estimate.  Reconcile any differences.  Report to Assistant Superintendent. 

CE  1st week – check master schedules from junior highs for correct teaching assignments with 

teaching certificates. 

CE  Ask Terri Patton for updated Enrollment Revenue + Funded Staffing Prediction sheet to update 

Long Sheet. 

CE  Update Long Sheet to January enrollments. 

CE  Send Resolution to re-employ certificated staff to attorneys for review (last week of February). 

CE  Enter sick leave buy back from Payroll into SKYWARD for S-275 update March 1. 

CL  Attend budget workshop at ESD in preparation for budget process. 

CL  Send temporary employee list to PSE President by 2/15/xx.  (Staff list/Classified/TMP) 

CL  Prepare PSE seniority report—deadline for distribution is March 10 annually. 

CL  Enter sick leave buyback in SKYWARD.  Include in State Report updates due March 1.  

PS  Run report for expired certificates through April 1st. 

PS  Send letters to all Classified/Certificated staff who are required to have First Aid/CPR and who are 

not currently certified or have expired (through April 1st). 

PS  Collect evaluations due (probation, classified). 

PS  Prepare letters to persons on leave asking their intentions for next school year.  (Must be received 

back by February 15th.) 

ED  Assemble application packets for recruitment purposes.  Engage front desk receptionist to assist 

with this project. 

ED  Continue recruitment plans. 

ED  Review progress of pictures etc for display board. 

EA  Take inventory and process annual KCDA order 

EA  Maintenance job descriptions. 

EA  Send memo to administrators asking for staffing information for next year (see sample) 

AD  Prepare enrollment forecasts with Assistant Superintendent for Business and Support Services. 

AD  Review staffing guidelines with Superintendent and Cabinet. 

AD 

 

 Review Sexual harassment, ADA, and affirmative action policies with administrator (at 

management team meeting, February). 

AD  Finalize recruitment plans. 

SS  Week two, print and distribute updated guest teacher and classified substitute lists to the 

employment services desk. 

SS  Update and distribute copy of parking permit numbers to high school. 
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Updated 07/24/18 25 

South Kitsap School District 

Personnel Services 
 

March 
 

CE  Prepare and distribute final certificated reduction-in-force/seniority list for March 15th 

distribution. 

CE  Prepare resolution for Board approval for 2nd meeting in March to re-employ certificated staff for 

the following year. (Hold if RIF) 

CE  Begin the preparation of teacher contracts. 

CE  WSPA Spring Conference. 

CE  Attend ESD meeting regarding budget – usually scheduled for about March 15. 

CE  Request third tri schedules from SKHS and check for correct teaching assignments. 

CL  Prepare budget information in preparation for budget process 

CL  PSE JAG annual reviews/appeals due by March 1.  Prepare and set schedule for review. 

CL  Post summer school office assistants positions, FNS summer lunch program and ESY para 

positions. 

   

PS  Run report for expired certificates through May 1st. 

PS  Send letters to all Classified/Certificated staff who are required to have First Aid/CPR and who are 

not currently certified or have expired (through May 1st). 

PS  Collect evaluations due (probation, classified). 

PS  Winter coaching time sheets due. 

ED  First of March:  Memo as above regarding spring student teacher placement. 

ED  Mid-march:  Letter to winter term student teachers regarding meeting with Assistant 

Superintendent for Personnel for Personnel (if experience complete in March and April.) 

ED  Finalize recruitment plans.  Send memo to those participating in Career Fairs regarding schedule.  

Continue to assemble application packets. 

ED  End of March – memo to principals requesting list of teachers interested in supervising student 

teachers for next year. 

EA  Prepare SIRS report. 

AD 

& 

EA 

 Start organization for bargaining teams, calendars, parameters.  CBAs cleaned up 

AD  Check status of provisional employees. 

AD  Review hiring processes with administrators (at management team meeting, April) 

SS  Prepare and send quarterly list of temporary and open classified PSE positions report along with 

required documentation to PSE president. 

SS  2nd week:  Send EA informational sheet to High School, 3rd tri. 

SS  Coordinate with receptionist for lunch break relief schedule for spring break.  
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Updated 07/24/18 26 

South Kitsap School District 

Personnel Services 
 

April 
 

CE  Letter to replacement employees must be issued to terminate employment and typed with 

Superintendent's signature, placement information back in application file (Recruitment Desk). 

CE  Prepare RIF letters to be mailed by May 15th, if applicable. 

CE  Prepare adverse effect employment letters by May 15, if applicable. 

CE  Prepare RIF Resolutions, if necessary. 

CE  Review upcoming budget changes and make a plan for updating the budget files with Assistant 

Superintendent for Personnel and Labor Relations. 

CE  Preliminary K-4 check for next year based on projected enrollment/staffing figures. 

CE  Run and distribute certificate/endorsement lists to each building/work site for all certificated staff. 

CE  Issue teacher contracts for next year. 

CL  Send letters to classified employees on leave requesting notification for their intentions for next 

year (about April 15).  

CL  Send temporary employee list to PSE President by 5/1xx.  (Staff list/Classified/TMP) 

CL  Send Resolution to board for Non Rep Supervisory.  Get resolution number from Supt Admin 

Asst, update saved document with changes and send to Deanna to add to board report per Asst 

Supt HR instructions. (L: PR/office operations/resolutions/yearly) 

CL  Continue review of PSE JAG annual reviews/appeals. 

CL  Send letters re: end of assignment to classified staff working LR/temporary assignments or on 

voluntary reductions for the current year and send  list of temps/LR to Payroll. 

CL  Submit HQ para data to OSPI by April 1st  via EDS system  

PS  Run report for expired certificates through June 1st. 

PS  Send letters to all Classified/Certificated staff who are required to have First Aid/CPR and who are 

not currently certified or have expired (through June 1st). 

PS  Collect evaluations due (probation, classified). 

PS  Send evaluation lists to each school as a reminder (late April). 

PS  Send reminder of timesheet requirements (forms 375 and 376). 

PS  Review certificated validity dates.  Send letters to those whose certification expires June 30th. 

PS  Schedule instructor(s) and dates for summer First Aid/CPR classes. 

PS  Send principals/directors listing of their current classified employees’ status for First Aid/CPR. 

PS  Register employees that need First Aid Training for First Aid Classes held during the summer. 

PS  Audit quarterly Statement of Benefit Charges, investigate each entry for employment benefits 

payment 

ED  Recruitment:  Oregon, Spokane and Tacoma Career Fairs are in April.  Assemble required number 

of materials for each, i.e., application packets, follow-up notes for preferred candidates, career 

cards, SKSD pencils, flowers for table, table skirts, rug for floor, display board. 

ED  At the conclusion of each Career Fair:  Organize career cards, collect notes from each recruiter to 

send to outstanding candidates, send letters to selected candidates and make arrangements to visit 

the district. 

ED  Memo to principals and Department Directors requesting dates for Tacoma candidate visits - about 

April 15. 
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Updated 07/24/18 27 

ED  Multiple certificated applications will be coming in from now until school starts.  Organize, file 

records as they arrive, and enter in Access.  Give to Assistant Superintendent for Personnel for 

Personnel to screen when they are complete.   Match career fair cards with application and enter in 

Access. 

ED  Appoint fall student teachers to requested buildings as applications arrive from university 

supervisors. 

EA  Prepare salary survey analysis from SIRS data. 

EA  Review resolutions for administrators, non-rep supervisory,  certs, send to attorney for review, 

prepare for Board for May or June. 

EA  Write note to Staff Briefing regarding supplemental separate contract for May.  (Forms 375, 376, 

373 see attached letter.) 

EA  Prepare personnel budget for next year. 

AD  Check status of any probationary status employees. 

AD  National Secretaries Week (4th week). 

AD, 

CE 

& 

CL 

 Preliminary staffing projections.  Estimate all FTE and budget costs.  Check K-4 allocations. 

AD  Review candidate material from Career Fairs.  Set up visitations, follow ups. 

SS  Update and print notice of continued employment, set new date for mailing. 
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Updated 07/24/18 28 

South Kitsap School District 

Personnel Services 
 

May 
 

CE  Start making changes in EdRM/SKYWARD for budget preparation.-SHOULD BE FEB. 

CE  Issue list of current year retirees to date for Payroll. 

CE  Issue list of current leave replacement contracts expiring to Payroll. 

CE  Complete Washington State Retired Teachers Association request for list of retirees for the year. 

CE  Send out termination letter on supplemental contracts if levy failure. 

CL  Finalize the PSE JAG appeals/annual reviews and prepare responses to employees. 

CL  On or before June 1, distribute PSE JAG annual review/appeal responses prepared in May. 

CL  Update Annual Review/Appeal Log, History of Change, Internal Weighted Factor Comparison 

Analysis, and Examples Document and distribute to PSE JAG members. 

CL  Work with directors, Personnel Services, and Business Services in budget preparation. 

PS  Run report for expired certificates through July 1st. 

PS  Send letters to all Classified/Certificated staff who are required to have First Aid/CPR and who are 

not currently certified or have expired (through July 1st). 

PS  Collect evaluations due (probation, classified). 

PS  Assure that all teacher contracts are in. 

PS  Send Reasonable Assurance of Employment letters to classified employees less than full time 

(around May 15).   

PS  Send out evaluation lists to classified administrators and reminder of August 31 due date. 

PS  Register employees that need First Aid Training for First Aid Classes held during the summer. 

PS  Send out ATRP letters to all certificated staff 

ED  Submit article to Staff Briefings regarding certificated voluntary transfer process. 

ED  Form #317 (Certificated Transfer) to office coordinators. 

ED  Set up new books to file postings for next school year. 

EA  Send reminder to principals to notify staff of their assignments prior to June 1 (SKEA Negotiated 

Agreement Section 6.4.3) 

EA  Prepare for AASPA Seattle Academy in July – Coordinate printing of materials with the substitute 

desk, registrations, accommodations, etc.   

EA  Create employee work calendar as negotiated by SKEA for next year. 

EA  Set the Sexual Harassment Training Date for August and send notice to trainers before the last day 

of school. 

EA  Send MIS year-end report to all staff for yearly totals. 

EA  Prepare for Sexual Harassment Workshop in August 

EA  Update each personnel staff member’s goal sheet for next year. 

AD  Prepare discussions with Superintendent and Board on 1) bargaining parameters; 2) administrator 

contracts; and 3) Superintendent contract. 

AD  Prepare final staffing.  Review with administrators.  Do transfers as necessary. 

AD  Review impact of new state legislation. 

AD   Substitute Appreciation Day. 

SS  Update and send Notification of Continued Employment letters to substitute classified and 

certificated employees before June 5.  Monitor notifications returned.  Resend second group with 

return requested receipt. 
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Updated 07/24/18 29 

SS  Send out Summer and extra-Work Opportunities memo dated June 1 from Assistant 

Superintendent for Personnel for Personnel to all PSE employees. 
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Updated 07/24/18 30 

South Kitsap School District 

Personnel Services 
 

June 
 

All  End-of-year Personnel Report, including legal log, goals, MIS data. 

All 

 

 Begin to compile MIS data for year-end report, i.e., number of applications received 

(classified/certificated); number of student teacher assigned and which university/college they 

represented; update goals report. 

AP  Substitute Assignment Manager updating and corrections as they happen in personnel. 

AP  Prepare final report on Shared Leave for the past year. 

AP  Check Notification of Continued Employment letter checklist; call those who have not responded. 

CE  Prepare resolution for Board approval 1st meeting in June to re-employ administrative staff for the 

following year.  

CE  Prepare and issue administrative contracts. 

CE  Roll certificated experience in EdRM (correct administrators and NJROTC by selecting 

appropriate district, i.e., South Kitsap – Director). 

CE  Update EdRM Profile to clear ending year’s leaves of absence and enter leaves of absence for 

upcoming year. 

CE  Future budget/staffing preparation (EdRM/SKYWARD). 

CE  Assure that all teacher evaluations are in and filed (summative due May 15, formative due May 

31). 

CE  Print extra curricular lists and add to the historical book. 

CE  Print staff lists for each school with final assignments and add to the historical book. 

CL   

CL  Final proof of classified administrators for July payroll.  See PayPERS Reports list 

CL  Issue supplemental authorizations for summer school positions. (memo to Jackie Baker) 

CL  Finalize the budget. 

CL  Make sure the resolution for Board approval goes to the Board the first meeting in June to re-

employ administrative staff for the following year.  (started by Charyl)  (started in April) 

CL  Update board procedure with salary schedule for NRAdmin (post on-line) 

CL  Staffing allocation documents to administrators…salary exhibit (sort Budget by Loc with 

comments, staffing allocation sheet, formula.  Also send budget salary reports to Dept like OSE, 

CTE, Ath, TR, FNS etc… 

PS  Run report for expired certificates through August 1st. 

PS  Send letters to all Classified/Certificated staff who are required to have First Aid/CPR and who are 

not currently certified or have expired (through August 1st). 

PS  Collect evaluations due (probation, classified). 

PS  Roll coaching experience for next year. 

PS  Register employees that need First Aid Training for First Aid classes held during the summer. 

PS  Call and remind those unassigned remaining employees to sign up for First Aid classes. 

PS  Send out First Aid Class reminders for June classes. 

PS  Spring coaching and year end additional time sheets due (Forms 375 & 376). 

PS  Do check-off of the returned "reasonable assurance of employment letters sent to less-than-full-

time employees in May. Follow up on those not returned.  Send another by certified letter after 

school is out for those not letters not signed and returned. 
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Updated 07/24/18 31 

PS  Put work calendars on website for coming school year. 

PS  Enter completed evaluations in EdRM (run query in EdRM to check for missing evaluation lines 

for the current year).  

EA  Prepare Resolutions for Board approval for non-represented and exempt employees. 

EA  Make sure each school/department has completed their yearly Sexual harassment training. 

EA  Follow-up with principals on Sexual harassment complaints. 

EA  Request compensatory time sheets from classified employees for audit. 

AD  Personnel staff evaluations. 

AD  Audit compensatory time sheets 

SS  Prepare and send quarterly list of temporary and open classified PSE positions report along with 

required documentation to PSE president. 

SS  Set substitute orientation dates. 

SS  Calculate response to Notification of Continued Employment forms.  Follow up on those not 

returned. 

SS  Review goals and write end-of-year report. 

SS  Coordinate receptionist relief lunch schedule for summer months. 

SS  Update all sub forms for next year. 

SS  Print individual substitute experience reports for the substitute file. 

SS  Begin new substitute list for next school year. 

SS  Set fall substitute orientation dates. 

SS  Do goals report draft. 
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From:  jensenv@skschools.org

Sent time:  07/31/2018 12:29:04 PM

To:  finnie@skschools.org

Subject:  Automatic reply: wspa membership
 

I am currently out of the office but will retun on THursday, Aug 2 .
Thank you! :﴿
 
Vivian Jensen
HR Specialist
South Kitsap School District
360‐874‐7077
 



From:  tallman@skschools.org

Sent time:  07/31/2018 01:18:19 PM

To:  finnie@skschools.org

Subject:  RE: wspa membership
 

Awesome!
 
Thanks Finnie 
 
Rachel Tallman
HR Specialist, MBA
South Kitsap School District
2689 Hoover Avenue SE
Port Orchard, WA 98366
tallman@skschools.org
360‐874‐7083
 
 
 

From: Finnie, Lynn 
Sent: Tuesday, July 31, 2018 12:29 PM
To: Tallman, Rachel <tallman@skschools.org>
Subject: wspa membership
 
Hi Rachel,
 
Your WSPA login will be tallman, password Wspamember3
 
 
 
 
C. Lynn Finnie

Executive Assistant – Human Resources

South Kitsap School District

2689 Hoover Ave. S.E.

Port Orchard, Washington 98366

finnie@skschools.org

PH: 360-874-7072

FAX: 360-874-7076

 

mailto:tallman@skschools.org
mailto:finnie@skschools.org


From:  finnie@skschools.org

Sent time:  07/31/2018 12:29:02 PM

To:  jensenv@skschools.org

Subject:  wspa membership
 

Hi Vivarooo,
 
Your wspa login is jensenv password Wspamember4
 
 
 
 
C. Lynn Finnie

Executive Assistant – Human Resources

South Kitsap School District

2689 Hoover Ave. S.E.

Port Orchard, Washington 98366

finnie@skschools.org

PH: 360-874-7072

FAX: 360-874-7076

 

mailto:finnie@skschools.org


From:  finnie@skschools.org

Sent time:  07/31/2018 12:27:49 PM

To:  stewartj@skschools.org

Subject:  WSPA membership
 

Hi Jackie, your logon for WSPA will be stewartj password Wspamember2
 
 
 
 
C. Lynn Finnie

Executive Assistant – Human Resources

South Kitsap School District

2689 Hoover Ave. S.E.

Port Orchard, Washington 98366

finnie@skschools.org

PH: 360-874-7072

FAX: 360-874-7076

 

mailto:finnie@skschools.org


From:  finnie@skschools.org

Sent time:  07/31/2018 12:28:31 PM

To:  tallman@skschools.org

Subject:  wspa membership
 

Hi Rachel,
 
Your WSPA login will be tallman, password Wspamember3
 
 
 
 
C. Lynn Finnie

Executive Assistant – Human Resources

South Kitsap School District

2689 Hoover Ave. S.E.

Port Orchard, Washington 98366

finnie@skschools.org

PH: 360-874-7072

FAX: 360-874-7076

 

mailto:finnie@skschools.org


From:  finnie@skschools.org

Sent time:  07/31/2018 12:27:04 PM

To:  monagljo@skschools.org

Subject:  WSPA sign in
 

Hi Jamie,
 
When I did your WSPA membership your new login is monaglej PassWord Wspamember1
 
 
 
 
C. Lynn Finnie

Executive Assistant – Human Resources

South Kitsap School District

2689 Hoover Ave. S.E.

Port Orchard, Washington 98366

finnie@skschools.org

PH: 360-874-7072

FAX: 360-874-7076

 

mailto:finnie@skschools.org


From:  holsten@skschools.org

Sent time:  08/01/2018 08:14:06 AM

To:  finnie@skschools.org

Subject:  FW: WSPA Membership - 30 Day Notice
 

 
 
 
 
Jerry Holsten

Executive Director
Human Resources
holsten@skschools.org
Office: 360‐874‐7006
Fax: 360‐874‐7076
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Wednesday, August 1, 2018 12:04 AM
To: Holsten, Jerry <holsten@skschools.org>
Subject: WSPA Membership ‐ 30 Day Notice
 

Hello,

This is a reminder that your WSPA Membership is set to expire on August 31st. We hope that you will choose to join us again for
the new year. Please visit us at www.wspa.net to renew online.

Thank you,

Washington School Personnel Association

mailto:holsten@skschools.org
http://www.wspa.net


From:  Washington School Personnel Association <waspa@memberclicks-mail.net>

Sent time:  08/01/2018 12:04:23 AM

To:  holsten@skitsap.wednet.edu

Subject:  WSPA Membership - 30 Day Notice
 

Hello,

This is a reminder that your WSPA Membership is set to expire on August 31st. We hope that you will choose to join us again for
the new year. Please visit us at www.wspa.net to renew online.

Thank you,

Washington School Personnel Association



From:  Washington School Personnel Association <waspa@memberclicks-mail.net>

Sent time:  08/01/2018 12:04:27 AM

To:  monaglej@skitsap.wednet.edu

Subject:  WSPA Membership - 30 Day Notice
 

Hello,

This is a reminder that your WSPA Membership is set to expire on August 31st. We hope that you will choose to join us again for
the new year. Please visit us at www.wspa.net to renew online.

Thank you,

Washington School Personnel Association



From:  holsten@skschools.org

Sent time:  08/02/2018 12:52:57 PM

To:  brandsma@skschools.org

Subject:  Stipends for District Bargaining Team members
 

Per your request, I have reviewed our past practice regarding the amount provided to bargaining team members, sought input
from other districts through WSPA and connected with Lynn Evans.
 
Past stipends:
               PSE         $750
               SEIU       $750
               SKEA      $1500
 
Research:
               Variety from;

no stipend  
stipends around $2500 to $3000
hourly pay

 
Discussion with Lynn

Did not see an issue with any of the amounts we discussed $1500 and $3000 or $2000 and $4000.  Both are defensible
the lesser is twice what we are currently paying.  However, both structures provide the same difference between the
bargaining groups.

 
I will send you a proposal for both in separate e‐mails for you rreview.
 
 
 
Jerry Holsten

Executive Director
Human Resources
holsten@skschools.org
Office: 360‐874‐7006
Fax: 360‐874‐7076
 

mailto:holsten@skschools.org


From:  do_not_reply@southkitsap.wa-k12.net

Sent time:  08/03/2018 02:18:40 AM

To:  finnie@skschools.org

Subject:  4 Unsubmitted Credit Card Transactions.
 

The following 4 Credit Card Transaction(s) have not been submitted.

Transaction Date Amount Where Used
 
07/23/2018 35.64 DS SERVICES STAN  
07/25/2018 38.56 JIMMY JOHNS - 32  
08/01/2018 195.00 AASPA  
08/01/2018 875.00 WSPA  

District: SOUTH KITSAP SCHOOL DISTRICT
District Web Site: www.skschools.org
State: WA
District Code: 18402

SKSD

file:///C:/Users/cbk/AppData/Local/Temp/Encryptomatic,%20LLC/PSTViewer%20Pro%208/qppxbfwt.djr/www.skschools.org


From:  do_not_reply@southkitsap.wa-k12.net

Sent time:  08/06/2018 02:11:36 AM

To:  finnie@skschools.org

Subject:  4 Unsubmitted Credit Card Transactions.
 

The following 4 Credit Card Transaction(s) have not been submitted.

Transaction Date Amount Where Used
 
07/23/2018 35.64 DS SERVICES STAN  
07/25/2018 38.56 JIMMY JOHNS - 32  
08/01/2018 195.00 AASPA  
08/01/2018 875.00 WSPA  

District: SOUTH KITSAP SCHOOL DISTRICT
District Web Site: www.skschools.org
State: WA
District Code: 18402

SKSD

file:///C:/Users/cbk/AppData/Local/Temp/Encryptomatic,%20LLC/PSTViewer%20Pro%208/n54lxtdl.nel/www.skschools.org


From:  monaglej@skschools.org

Sent time:  08/13/2018 05:01:32 PM

To:  waspa@memberclicks-mail.net

Subject:  Automatic reply: WSPA Membership Renewal
 

Greetings!
 
I am currently out of the office and will be returning on August 15th at 7:30 AM. I will respond to your email as soon as I am
able. If you need immediate assistance, please contact Sarah Conner at 360‑874‑7079 and she will be happy to help.
 
Thanks!
 
Jamie Monagle
Assistant Director of Human Resources
360‑874‑7071
 



From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  08/13/2018 05:01:25 PM

To:  monaglej@skitsap.wednet.edu

Subject:  WSPA Membership Renewal
 

Thank you to the members of the Washington School Personnel Association.  With members like you, we are able to provide a
sustainable professional community for human resource professionals across the State of Washington. Only through your support
can we continue to offer dynamic, relevant, and meaningful professional development as well as advocate for legislative action that
supports education and WSPA endorsed initiatives.

The new WSPA membership year begins September 1st. We hope that you will choose to continue your membership and
participation in our organization. 

To renew your membership, please visit us online at:  
https://www.wspa.net/renew-your-membership

Thank you, 

Jennifer Tottenham
Washington School Personnel Association

 

This email was sent to monaglej@skitsap.wednet.edu by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  08/13/2018 05:01:28 PM

To:  holsten@skitsap.wednet.edu

Subject:  WSPA Membership Renewal
 

Thank you to the members of the Washington School Personnel Association.  With members like you, we are able to provide a
sustainable professional community for human resource professionals across the State of Washington. Only through your support
can we continue to offer dynamic, relevant, and meaningful professional development as well as advocate for legislative action that
supports education and WSPA endorsed initiatives.

The new WSPA membership year begins September 1st. We hope that you will choose to continue your membership and
participation in our organization. 

To renew your membership, please visit us online at:  
https://www.wspa.net/renew-your-membership

Thank you, 

Jennifer Tottenham
Washington School Personnel Association
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From:  monaglej@skschools.org

Sent time:  08/17/2018 08:06:46 AM

To:  admin@wspa.net

Subject:  RE: WSPA Membership - 14 Day Notice
 

Good morning,
 
I left a message for Jennifer this morning but I thought I would follow up with an email. I received the email below stating my
membership will expire at the end of the month but our Executive Assistant has already renewed my membership for this
upcoming year and so I would like to make sure I am all set up.
 
Thanks!
 
Jamie Monagle
Assistant Director of Human Resources
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone:  360-874-7071
Fax:       360-874-7076
Email:   monaglej@skschools.org
 
 
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Friday, August 17, 2018 12:03 AM
To: Monagle, Jamie <monaglej@skschools.org>
Subject: WSPA Membership ‐ 14 Day Notice
 

Hello,

This is a reminder that your WSPA Membership is set to expire on August 31st. We hope that you will choose to join us again for
the new year. Please visit us at www.wspa.net to renew online.

Thank you,

Washington School Personnel Association

http://www.wspa.net


From:  monaglej@skschools.org

Sent time:  08/17/2018 07:59:27 AM

To:  admin@wspa.net

Subject:  S-275 Personnel Reporting Workshop
 

Good morning!
 
I am looking to send a few of our HR staff to the upcoming S‐275 workshop but was wondering whether the new manual will
include the new changes that are now in effect?
 
Thanks!
 
Jamie Monagle
Assistant Director of Human Resources
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone:  360-874-7071
Fax:       360-874-7076
Email:   monaglej@skschools.org
 



From:  Washington School Personnel Association <waspa@memberclicks-mail.net>

Sent time:  08/17/2018 12:02:54 AM

To:  monaglej@skitsap.wednet.edu

Subject:  WSPA Membership - 14 Day Notice
 

Hello,

This is a reminder that your WSPA Membership is set to expire on August 31st. We hope that you will choose to join us again for
the new year. Please visit us at www.wspa.net to renew online.

Thank you,

Washington School Personnel Association



From:  Washington School Personnel Association <waspa@memberclicks-mail.net>

Sent time:  08/17/2018 12:02:48 AM

To:  holsten@skitsap.wednet.edu

Subject:  WSPA Membership - 14 Day Notice
 

Hello,

This is a reminder that your WSPA Membership is set to expire on August 31st. We hope that you will choose to join us again for
the new year. Please visit us at www.wspa.net to renew online.

Thank you,

Washington School Personnel Association



From:  monaglej@skschools.org

Sent time:  08/20/2018 12:19:54 PM

To:  admin@wspa.net

Subject:  Automatic reply: WSPA Membership - 14 Day Notice
 

Greetings!
 
I am currently out of the office and will be returning on August 21st at 7:30 AM. I will respond to your email as soon as I am
able. If you need immediate assistance, please contact Sarah Conner at 360‑874‑7079 and she will be happy to help.
 
Thanks!
 
Jamie Monagle
Assistant Director of Human Resources
360‑874‑7071
 



From:  monaglej@skschools.org

Sent time:  08/20/2018 06:01:43 AM

To:  waspa@memberclicks-mail.net

Subject:  Automatic reply: WSPA Membership Renewal
 

Greetings!
 
I am currently out of the office and will be returning on August 21st at 7:30 AM. I will respond to your email as soon as I am
able. If you need immediate assistance, please contact Sarah Conner at 360‑874‑7079 and she will be happy to help.
 
Thanks!
 
Jamie Monagle
Assistant Director of Human Resources
360‑874‑7071
 



From:  admin@wspa.net

Sent time:  08/20/2018 12:21:44 PM

To:  Monagle, Jamie <monaglej@skschools.org>

Subject:  RE: S-275 Personnel Reporting Workshop
 

Hi Jamie,
 
Our S‐275 presenters just met with Ross Bunda to review changes and to determine how to best update and address them in
the manual. They are working on that now!

We are hoping to open registration on September 1st once they are confident they have the information needed and/or
updated to present.
 
I will send a notice to all members just as soon as the conference materials are confirmed and registration opens.
 
Thank you,
 
Jennifer
 
 

Jennifer Tottenham
Program Coordinator
Washington School Personnel Association
PO Box 1600  Anacortes, Washington 98221
Phone: 360‐825‐1415/Fax: 253‐736‐0333
http://www.wspa.net/

 
 
 
 

From: Monagle, Jamie [mailto:monaglej@skschools.org] 
Sent: Friday, August 17, 2018 7:59 AM
To: admin@wspa.net
Subject: S‐275 Personnel Reporting Workshop
 
Good morning!
 
I am looking to send a few of our HR staff to the upcoming S‐275 workshop but was wondering whether the new manual will
include the new changes that are now in effect?
 
Thanks!
 
Jamie Monagle
Assistant Director of Human Resources
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone:  360-874-7071
Fax:       360-874-7076
Email:   monaglej@skschools.org
 

http://www.wspa.net/
https://www.facebook.com/Washington-School-Personnel-Association-437802873042746/timeline/?ref=aymt_homepage_panel
https://www.linkedin.com/company/washington-school-personnel-association?trk=biz-companies-cym
mailto:monaglej@skschools.org


From:  admin@wspa.net

Sent time:  08/20/2018 12:19:44 PM

To:  Monagle, Jamie <monaglej@skschools.org>

Subject:  RE: WSPA Membership - 14 Day Notice
 

Hi Jamie,
 
It looks like we had a duplicate entry for you in our database. I am so sorry for the trouble and inconvenience. I have deleted
the second account and you should no longer receive renewal messages or duplicate messages.

Again, my apologies for the trouble.
 
Have a wonderful week and please let me know if you need anything else.
 
Thank you,
 
Jennifer
 

From: Monagle, Jamie [mailto:monaglej@skschools.org] 
Sent: Friday, August 17, 2018 8:07 AM
To: admin@wspa.net
Subject: RE: WSPA Membership ‐ 14 Day Notice
 
Good morning,
 
I left a message for Jennifer this morning but I thought I would follow up with an email. I received the email below stating my
membership will expire at the end of the month but our Executive Assistant has already renewed my membership for this
upcoming year and so I would like to make sure I am all set up.
 
Thanks!
 
Jamie Monagle
Assistant Director of Human Resources
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone:  360-874-7071
Fax:       360-874-7076
Email:   monaglej@skschools.org
 
 
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Friday, August 17, 2018 12:03 AM
To: Monagle, Jamie <monaglej@skschools.org>
Subject: WSPA Membership ‐ 14 Day Notice
 

Hello,

This is a reminder that your WSPA Membership is set to expire on August 31st. We hope that you will choose to join us again for
the new year. Please visit us at www.wspa.net to renew online.

Thank you,

Washington School Personnel Association

mailto:monaglej@skschools.org
mailto:waspa@memberclicks-mail.net
mailto:waspa@memberclicks-mail.net
mailto:monaglej@skschools.org
http://www.wspa.net


From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  08/20/2018 06:01:35 AM

To:  monaglej@skitsap.wednet.edu

Subject:  WSPA Membership Renewal
 

Thank you to the members of the Washington School Personnel Association.  With members like you, we are able to provide a
sustainable professional community for human resource professionals across the State of Washington. Only through your support
can we continue to offer dynamic, relevant, and meaningful professional development as well as advocate for legislative action that
supports education and WSPA endorsed initiatives.

The new WSPA membership year begins September 1st. We hope that you will choose to continue your membership and
participation in our organization. 

To renew your membership, please visit us online at:  
https://www.wspa.net/renew-your-membership

Thank you, 

Jennifer Tottenham
Washington School Personnel Association

 

This email was sent to monaglej@skitsap.wednet.edu by admin@wspa.net
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  08/20/2018 06:01:40 AM

To:  holsten@skitsap.wednet.edu

Subject:  WSPA Membership Renewal
 

Thank you to the members of the Washington School Personnel Association.  With members like you, we are able to provide a
sustainable professional community for human resource professionals across the State of Washington. Only through your support
can we continue to offer dynamic, relevant, and meaningful professional development as well as advocate for legislative action that
supports education and WSPA endorsed initiatives.

The new WSPA membership year begins September 1st. We hope that you will choose to continue your membership and
participation in our organization. 

To renew your membership, please visit us online at:  
https://www.wspa.net/renew-your-membership

Thank you, 

Jennifer Tottenham
Washington School Personnel Association
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From:  monaglej@skschools.org

Sent time:  08/21/2018 07:35:55 AM

To:  admin@wspa.net

Subject:  RE: WSPA Membership - 14 Day Notice
 

Morning Jennifer,
 
No problem at all! I appreciate the quick response.
 
Thank you!
 
Jamie Monagle
Assistant Director of Human Resources
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone:  360-874-7071
Fax:       360-874-7076
Email:   monaglej@skschools.org
 
 
 

From: admin@wspa.net <admin@wspa.net> 
Sent: Monday, August 20, 2018 12:20 PM
To: Monagle, Jamie <monaglej@skschools.org>
Subject: RE: WSPA Membership ‐ 14 Day Notice
 
Hi Jamie,
 
It looks like we had a duplicate entry for you in our database. I am so sorry for the trouble and inconvenience. I have deleted
the second account and you should no longer receive renewal messages or duplicate messages.

Again, my apologies for the trouble.
 
Have a wonderful week and please let me know if you need anything else.
 
Thank you,
 
Jennifer
 

From: Monagle, Jamie [mailto:monaglej@skschools.org] 
Sent: Friday, August 17, 2018 8:07 AM
To: admin@wspa.net
Subject: RE: WSPA Membership ‐ 14 Day Notice
 
Good morning,
 
I left a message for Jennifer this morning but I thought I would follow up with an email. I received the email below stating my
membership will expire at the end of the month but our Executive Assistant has already renewed my membership for this
upcoming year and so I would like to make sure I am all set up.
 
Thanks!
 
Jamie Monagle
Assistant Director of Human Resources
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone:  360-874-7071
Fax:       360-874-7076
Email:   monaglej@skschools.org
 

mailto:monaglej@skschools.org
mailto:admin@wspa.net
mailto:monaglej@skschools.org


 
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Friday, August 17, 2018 12:03 AM
To: Monagle, Jamie <monaglej@skschools.org>
Subject: WSPA Membership ‐ 14 Day Notice
 

Hello,

This is a reminder that your WSPA Membership is set to expire on August 31st. We hope that you will choose to join us again for
the new year. Please visit us at www.wspa.net to renew online.

Thank you,

Washington School Personnel Association

mailto:waspa@memberclicks-mail.net
mailto:waspa@memberclicks-mail.net
mailto:monaglej@skschools.org
http://www.wspa.net


From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  08/27/2018 07:01:32 AM

To:  holsten@skitsap.wednet.edu

Subject:  WSPA Membership Renewal
 

Thank you to the members of the Washington School Personnel Association.  With members like you, we are able to provide a
sustainable professional community for human resource professionals across the State of Washington. Only through your support
can we continue to offer dynamic, relevant, and meaningful professional development as well as advocate for legislative action that
supports education and WSPA endorsed initiatives.

The new WSPA membership year begins September 1st. We hope that you will choose to continue your membership and
participation in our organization. 

To renew your membership, please visit us online at:  
https://www.wspa.net/renew-your-membership

Thank you, 

Jennifer Tottenham
Washington School Personnel Association

 

This email was sent to holsten@skitsap.wednet.edu by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy
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https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_nzn24k8Og3qOpeAqciW9IIIHxuLgABxfswdd7AR7tixupEu7uAg45jSZFo2aPwMvR0-2Bf3Ru9owbNrL14jDLWDFYxmk4Zjog6-2FOfhM1RyGChNZUuOfSYZ1h1IG3G-2BYGigf7UlkWDiy0WuWS3sNZw68mfUsCvzbLIm7jx59OdPXl-2FuaVk-2BUOnz1a3JAzmIPMB4P-2FuZ49J5c-2FnHLIqb1txJnRHHDISPHCb2nARkaPyQt7q6YYg5i7cHesoTXm2f7sSadgHchoLvOnmzX-2FhI8o3Ztck0C0s18yvs1C5l5uOAG46Mq5iJvF4o-2Bw23KvRoRWigQPZAcU9LUYeONooVKVWGIg-3D-3D
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From:  Washington School Personnel Association <waspa@memberclicks-mail.net>

Sent time:  08/28/2018 12:01:38 AM

To:  holsten@skitsap.wednet.edu

Subject:  WSPA Membership - 3 Day Notice
 

Hello,

This is a reminder that your WSPA Membership is set to expire on August 31st. We hope that you will choose to join us again for
the new year. Please visit us at www.wspa.net to renew online.

Thank you,

Washington School Personnel Association



From:  monaglej@skschools.org

Sent time:  08/31/2018 01:49:36 PM

To:  conners@skschools.org

Subject:  FW: Training follow up
 

 
 

From: Sherrie Evans <sherrie.evans@hrmplus.com> 
Sent: Monday, November 14, 2016 12:48 PM
To: Monagle, Jamie <monaglej@skschools.org>
Subject: RE: Training follow up
 
Here you go
 
http://www.wsac.wa.gov/sites/default/files/AccreditingAgenciesPostedToWebsite-2016-08-03.pdf
 
 
Sherrie Evans, SPHR
hrmPlus, PO Box 84, Black Diamond, WA 98010
Support:  support@hrmplus.com  1‐877‐476‐3375 (1‐877‐hrmDESK)
Office:  360‐886‐6918
Cell:       206‐351‐9005
sherrie.evans@hrmplus.com
 

From: Monagle, Jamie [mailto:monaglej@skitsap.wednet.edu] 
Sent: Monday, November 14, 2016 8:06 AM
To: Sherrie Evans <sherrie.evans@hrmplus.com>
Subject: RE: Training follow up
 
Thank you so much Sherrie!! Could you point us in the direction of where to find an updated state list showing the new
approved accrediting agencies, Lalaina cannot seem to find it?
 
You are awesome J
 
Jamie
 

From: Sherrie Evans [mailto:sherrie.evans@hrmplus.com] 
Sent: Friday, November 11, 2016 7:13 AM
To: Monagle, Jamie <monaglej@skitsap.wednet.edu>
Subject: RE: Training follow up
 
Correct you do; although effective with this year the state has opened up that list of accrediting agencies so I doubt you will find
one that is not on the state list but since that is the requirement I would double check the accrediting agency as well.
 
 
Sherrie Evans, SPHR
hrmPlus, PO Box 84, Black Diamond, WA 98010
Support:  support@hrmplus.com  1‐877‐476‐3375 (1‐877‐hrmDESK)
Office:  360‐886‐6918
Cell:       206‐351‐9005
sherrie.evans@hrmplus.com
 

From: Monagle, Jamie [mailto:monaglej@skitsap.wednet.edu] 
Sent: Thursday, November 10, 2016 4:38 PM
To: Sherrie Evans <sherrie.evans@hrmplus.com>
Subject: RE: Training follow up
 
Hey Sherrie!
 

http://www.wsac.wa.gov/sites/default/files/AccreditingAgenciesPostedToWebsite-2016-08-03.pdf
mailto:support@hrmplus.com
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I am still working on talking with Misty about what we want our next steps can be with further training.

We did have a clarifying question though, if a university is listed in CHEA as accredited, do we automatically count that as
regionally acceptable or does CHEA have to show that the university is accredited by one of the bodies listed on page 68 of our
S275 book? We know you mentioned a new list of accrediting bodies but we cannot find the updated list.
 
Thanks!
 
Jamie
 
_____________________________________________
From: Sherrie Evans [mailto:sherrie.evans@hrmplus.com] 
Sent: Saturday, October 29, 2016 9:01 AM
To: Monagle, Jamie <monaglej@skitsap.wednet.edu>
Subject: Training follow up
 
 
It was great to meet you and work with your team.  I did follow up on the high school diploma question. It is definitely a Title I
requirement.  For Wapato they are Title I district wide so they are required to have a copy of the high school diploma or GED on
file for every para they employ.
 
I checked with another district too because they are not Title district wide. They still require it upon hire because there is so
much movement and account code changes with paras so they want to be sure it is on file upon hire so they don’t have to
worry about it when people change assignments.
 
Additionally, here are the urls I shared with the staff during the training:
 
CHEA (Check Accreditation)              http://chea.org/search/default.asp
DEAC (Check Online Accreditation)       http://www.deac.org/
Clock Hour Providers Info               http://www.k12.wa.us/certification/ClockhoursDocumentation.aspx
LEAP Documents                  http://leap.leg.wa.gov/leap/budget/leapdocs/k12docs.asp
Bureau Labor Statistics Info            http://www.bls.gov/oes/tables.htm
 
Let me know when you have done the PO with WSPA to purchase a book and I will send you the document in pdf format. 
 
If you have questions and/or need follow‐up, feel free to contact me at any time. Thanks again!
 
 
Sherrie Evans, SPHR
hrmPlus, PO Box 84, Black Diamond, WA 98010
Support:  support@hrmplus.com  1‐877‐476‐3375 (1‐877‐hrmDESK)
Office:  360‐886‐6918
Cell:       206‐351‐9005
sherrie.evans@hrmplus.com
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From:  Washington School Personnel Association <waspa@memberclicks-mail.net>

Sent time:  09/01/2018 12:26:38 AM

To:  holsten@skitsap.wednet.edu

Subject:  WSPA Membership
 

Greetings Jerry,

Your WSPA membership has expired as of August 31st. We do hope that you will choose to renew your membership with us.

Your WSPA membership includes free webinars, a shared resource database, and a 10% tuition discount through City University.
Your membership will continue to offer discounted registrations at all our events, including the upcoming School Law Conference.

Please visit us at www.wspa.net to renew your membership online.

Thank you,

Washington School Personnel Association



From:  Washington School Personnel Association <waspa@memberclicks-mail.net>

Sent time:  09/04/2018 09:44:43 AM

To:  finnie@skschools.org

Subject:  2018 Law Conference Register Others Form Submitted
 

Greetings,

Thank you for registering other district personnel to attend the School Law Conference.

 

WSPA will be using the information you provided to complete those registrations for the individuals listed on the form.  When their
registration is complete they will be receiving a copy of the invoice and/or a copy of the receipt (if payment is requested to be
made by credit card).  Please alert them to look for those emails shortly.

 

Thank you for your registration,

Washington School Personnel Association

Privacy Policy
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From:  holsten@skschools.org

Sent time:  09/04/2018 07:08:04 AM

To:  finnie@skschools.org

Subject:  FW: WSPA Membership
 

 
Good Morning,
 
Did we ever get any confirmation regarding this?
 
 
Jerry Holsten

Executive Director
Human Resources
holsten@skschools.org
Office: 360‐874‐7006
Fax: 360‐874‐7076
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Saturday, September 1, 2018 12:27 AM
To: Holsten, Jerry <holsten@skschools.org>
Subject: WSPA Membership
 

Greetings Jerry,

Your WSPA membership has expired as of August 31st. We do hope that you will choose to renew your membership with us.

Your WSPA membership includes free webinars, a shared resource database, and a 10% tuition discount through City University.
Your membership will continue to offer discounted registrations at all our events, including the upcoming School Law Conference.

Please visit us at www.wspa.net to renew your membership online.

Thank you,

Washington School Personnel Association

mailto:holsten@skschools.org
http://www.wspa.net


From:  finnie@skschools.org

Sent time:  09/04/2018 08:00:10 AM

To:  admin@wspa.net

Subject:  J Holsten membership
 

Good Morning,
 
I am following up on an email my boss received that his membership has expired.  He was in the HELP program this summer
and I was understanding his membership would continue through for the 18/19 school year.  Can you check and see if the
membership possibly is under holsten@skitsap.wednet.edu as we have changed our server to be holsten@skschools.org   I
appreciate any information so I can get this fixed.
 
 
Lynn
  
 
 
 
 
C. Lynn Finnie

Executive Assistant – Human Resources

South Kitsap School District

2689 Hoover Ave. S.E.

Port Orchard, Washington 98366

finnie@skschools.org

PH: 360-874-7072

FAX: 360-874-7076

 

mailto:holsten@skitsap.wednet.edu
mailto:holsten@skschools.org
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From:  monaglej@skschools.org

Sent time:  09/04/2018 09:16:31 AM

To:  admin@wspa.net

Subject:  Log In Trouble
 

Good morning,
 
I was trying to log into my WSPA account and I am unable to do so. I even typed in my email into the “forgot username” field
and no email came to me.
 
My username is monaglej@skschools.org. Recently we had to combine two accounts since my old username was under an old
email address, monaglej@skitsap.wednet.edu, so maybe that could be causing the issue?
 
If someone wouldn’t mind looking at my account to make sure I am all set up, that would be great! Thank you!
 
Jamie Monagle
Assistant Director of Human Resources
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone:  360-874-7071
Fax:       360-874-7076
Email:   monaglej@skschools.org
 

mailto:monaglej@skschools.org
mailto:monaglej@skitsap.wednet.edu


From:  admin@wspa.net

Sent time:  09/04/2018 10:54:32 AM

To:  Finnie, Lynn <finnie@skschools.org>

Subject:  RE: J Holsten membership
 

Good morning Lynn,
 
My apologies, it looks like we had a duplicate entry in our database for Mr. Holsten. Yes, his membership is valid through
8/31/2019.
 
I have removed that second listing and he should no longer receive renewal notices. Please extend my apologies to Mr.
Holsten for any confusion.
 
I have also updated his email in our listing.
 
Please let me know if you have any questions or if I may be of any additional assistance.
 
Thank you,
 
Jennifer
 

From: Finnie, Lynn [mailto:finnie@skschools.org] 
Sent: Tuesday, September 04, 2018 8:00 AM
To: admin@wspa.net
Subject: J Holsten membership
Importance: High
 
Good Morning,
 
I am following up on an email my boss received that his membership has expired.  He was in the HELP program this summer
and I was understanding his membership would continue through for the 18/19 school year.  Can you check and see if the
membership possibly is under holsten@skitsap.wednet.edu as we have changed our server to be holsten@skschools.org   I
appreciate any information so I can get this fixed.
 
 
Lynn
  
 
 
 
 
C. Lynn Finnie

Executive Assistant – Human Resources

South Kitsap School District

2689 Hoover Ave. S.E.

Port Orchard, Washington 98366

finnie@skschools.org

PH: 360-874-7072

FAX: 360-874-7076

 

mailto:holsten@skitsap.wednet.edu
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From:  finnie@skschools.org

Sent time:  09/04/2018 11:02:43 AM

To:  admin@wspa.net

Cc:  holsten@skschools.org

Subject:  RE: J Holsten membership
 

Thank you, I appreciate your help.
 
Lynn
 
 
 
 
C. Lynn Finnie

Executive Assistant – Human Resources

South Kitsap School District

2689 Hoover Ave. S.E.

Port Orchard, Washington 98366

finnie@skschools.org

PH: 360-874-7072

FAX: 360-874-7076

 

From: admin@wspa.net <admin@wspa.net> 
Sent: Tuesday, September 4, 2018 10:55 AM
To: Finnie, Lynn <finnie@skschools.org>
Subject: RE: J Holsten membership
 
Good morning Lynn,
 
My apologies, it looks like we had a duplicate entry in our database for Mr. Holsten. Yes, his membership is valid through
8/31/2019.
 
I have removed that second listing and he should no longer receive renewal notices. Please extend my apologies to Mr.
Holsten for any confusion.
 
I have also updated his email in our listing.
 
Please let me know if you have any questions or if I may be of any additional assistance.
 
Thank you,
 
Jennifer
 

From: Finnie, Lynn [mailto:finnie@skschools.org] 
Sent: Tuesday, September 04, 2018 8:00 AM
To: admin@wspa.net
Subject: J Holsten membership
Importance: High
 
Good Morning,
 
I am following up on an email my boss received that his membership has expired.  He was in the HELP program this summer
and I was understanding his membership would continue through for the 18/19 school year.  Can you check and see if the
membership possibly is under holsten@skitsap.wednet.edu as we have changed our server to be holsten@skschools.org   I
appreciate any information so I can get this fixed.
 
 
Lynn
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C. Lynn Finnie

Executive Assistant – Human Resources

South Kitsap School District

2689 Hoover Ave. S.E.

Port Orchard, Washington 98366

finnie@skschools.org

PH: 360-874-7072

FAX: 360-874-7076

 

mailto:finnie@skschools.org


From:  admin@wspa.net

Sent time:  09/04/2018 11:37:31 AM

To:  Monagle, Jamie <monaglej@skschools.org>

Subject:  RE: Log In Trouble
 

 
 

From: Monagle, Jamie [mailto:monaglej@skschools.org] 
Sent: Tuesday, September 04, 2018 9:17 AM
To: admin@wspa.net
Subject: Log In Trouble
 
Good morning,
 
I was trying to log into my WSPA account and I am unable to do so. I even typed in my email into the “forgot username” field
and no email came to me.
 
My username is monaglej@skschools.org. Recently we had to combine two accounts since my old username was under an old
email address, monaglej@skitsap.wednet.edu, so maybe that could be causing the issue?
 
If someone wouldn’t mind looking at my account to make sure I am all set up, that would be great! Thank you!
 
Jamie Monagle
Assistant Director of Human Resources
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone:  360-874-7071
Fax:       360-874-7076
Email:   monaglej@skschools.org
 

mailto:monaglej@skschools.org
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From:  admin@wspa.net

Sent time:  09/04/2018 11:39:04 AM

To:  Monagle, Jamie <monaglej@skschools.org>

Subject:  RE: Log In Trouble
 

Hi Jamie,
 
I am so sorry for the trouble!

I have updated your username to your new email address. The password has been set to wspa (lower case). The username is
your updated email address.
 
Please let me know if you continue to have issues logging in and I am happy to dig a little deeper in troubleshooting.

I am also more than welcome to assist in any registration while we work out any continued issues – just let me know!

Thank you,
 
Jennifer
 

From: Monagle, Jamie [mailto:monaglej@skschools.org] 
Sent: Tuesday, September 04, 2018 9:17 AM
To: admin@wspa.net
Subject: Log In Trouble
 
Good morning,
 
I was trying to log into my WSPA account and I am unable to do so. I even typed in my email into the “forgot username” field
and no email came to me.
 
My username is monaglej@skschools.org. Recently we had to combine two accounts since my old username was under an old
email address, monaglej@skitsap.wednet.edu, so maybe that could be causing the issue?
 
If someone wouldn’t mind looking at my account to make sure I am all set up, that would be great! Thank you!
 
Jamie Monagle
Assistant Director of Human Resources
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone:  360-874-7071
Fax:       360-874-7076
Email:   monaglej@skschools.org
 

mailto:monaglej@skschools.org
mailto:monaglej@skitsap.wednet.edu
mailto:monaglej@skschools.org


From:  admin@wspa.net

Sent time:  09/04/2018 05:16:37 PM

To:  Finnie, Lynn <finnie@skschools.org>

Subject:  RE: S275 registration additional

Attachments:  Stewart_S275 Receipt.pdf     Tallman_S275 Recepit.pdf     Conner_S275 2018.pdf    
 

Hi Lynn,
 
The invoice for Ms. Conner is attached for your records.
 
She has been added to our database – her email is her username and I have set a password for her of “wspa” (lower case).
 
I have also attached the paid receipts for your other two attendees.
 
Please let me know if you have any questions or if I may of any additional assistance.
 
Thank you,
 
Jennifer
 
 

Jennifer Tottenham
Program Coordinator
Washington School Personnel Association
PO Box 1600  Anacortes, Washington 98221
Phone: 360‐825‐1415/Fax: 253‐736‐0333
http://www.wspa.net/

 
 
 
 

From: Finnie, Lynn [mailto:finnie@skschools.org] 
Sent: Tuesday, September 04, 2018 10:01 AM
To: admin@wspa.net
Subject: S275 registration additional
Importance: High
 
Good Morning,
 
I need to register an additional person for the S275 for October 9, 2018, three are members and the additional person who
needs to attend is (she is not currently a member)
 
 
Sarah Conner
HR Support Specialist
conners@skschools.org
Gluten Free
 
I will pay by credit card for her also, if you can invoice me that would be awesome.
 
Lynn
 
 
 
C. Lynn Finnie

Executive Assistant – Human Resources

South Kitsap School District

2689 Hoover Ave. S.E.

Port Orchard, Washington 98366

finnie@skschools.org

PH: 360-874-7072

http://www.wspa.net/
https://www.facebook.com/Washington-School-Personnel-Association-437802873042746/timeline/?ref=aymt_homepage_panel
https://www.linkedin.com/company/washington-school-personnel-association?trk=biz-companies-cym
mailto:conners@skschools.org
mailto:finnie@skschools.org


FAX: 360-874-7076

 



Invoice
Date

9/4/2018

Invoice #

12000

Bill To

South Kitsap School District
Attn:  Accounts Payable
1962 Hoover Ave SE
Port Orchard, WA  98366

Washington School Personnel Association

PO Box 1600
Anacortes, WA 98221

P.O. No.

Total

Balance Due
Payments/Credits

Description Qty Rate Amount

STEWART S-275 Tukwila 2018 -  Electronic Manual 175.00 175.00
10/9/2018

$175.00

$0.00

-$175.00
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Invoice
Date

9/4/2018

Invoice #

11999

Bill To

South Kitsap School District
Attn:  Accounts Payable
1962 Hoover Ave SE
Port Orchard, WA  98366

Washington School Personnel Association

PO Box 1600
Anacortes, WA 98221

P.O. No.

Total

Balance Due
Payments/Credits

Description Qty Rate Amount

TALLMAN S-275 Tukwila 2018 -  Electronic Manual 175.00 175.00
10/9/2018

$175.00

$0.00

-$175.00
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Invoice
Date

9/4/2018

Invoice #

11998

Bill To

South Kitsap School District
Attn:  Accounts Payable
1962 Hoover Ave SE
Port Orchard, WA  98366

Washington School Personnel Association

PO Box 1600
Anacortes, WA 98221

P.O. No.

Total

Balance Due
Payments/Credits

Description Qty Rate Amount

CONNER S-275 Tukwila 2018 -  Electronic Manual 175.00 175.00
10/9/2018

$175.00

$175.00

$0.00
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df



From:  finnie@skschools.org

Sent time:  09/04/2018 09:21:42 AM

To:  holsten@skschools.org

Subject:  RE: WSPA Membership
 

I just sent them an email, you should already be covered, not sure the kerfuffle.
 
 
 
 
C. Lynn Finnie

Executive Assistant – Human Resources

South Kitsap School District

2689 Hoover Ave. S.E.

Port Orchard, Washington 98366

finnie@skschools.org

PH: 360-874-7072

FAX: 360-874-7076

 

From: Holsten, Jerry 
Sent: Tuesday, September 4, 2018 7:08 AM
To: Finnie, Lynn <finnie@skschools.org>
Subject: FW: WSPA Membership
 
 
Good Morning,
 
Did we ever get any confirmation regarding this?
 
 
Jerry Holsten

Executive Director
Human Resources
holsten@skschools.org
Office: 360‐874‐7006
Fax: 360‐874‐7076
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Saturday, September 1, 2018 12:27 AM
To: Holsten, Jerry <holsten@skschools.org>
Subject: WSPA Membership
 

Greetings Jerry,

Your WSPA membership has expired as of August 31st. We do hope that you will choose to renew your membership with us.

Your WSPA membership includes free webinars, a shared resource database, and a 10% tuition discount through City University.
Your membership will continue to offer discounted registrations at all our events, including the upcoming School Law Conference.

Please visit us at www.wspa.net to renew your membership online.

Thank you,

Washington School Personnel Association

mailto:finnie@skschools.org
mailto:holsten@skschools.org
mailto:waspa@memberclicks-mail.net
mailto:waspa@memberclicks-mail.net
mailto:holsten@skschools.org
http://www.wspa.net


From:  Washington School Personnel Association <waspa@memberclicks-mail.net>

Sent time:  09/04/2018 10:02:30 AM

To:  finnie@skschools.org

Subject:  S-275 REGISTER OTHERS 2018 Form Submitted
 

Greetings,

Thank you for registering other district personnel to attend the S-275 Workshop.

 

WSPA will be using the information you provided to complete those registrations for the individuals listed on the form.  When their
registration is complete they will be receiving a copy of the invoice and/or a copy of the receipt (if payment is requested to be
made by credit card).  Please alert them to look for those emails. 

 

 

Thank you,

 

Washington School Personnel Association

Privacy Policy

https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0nJoc9CRbuJgOiCFdGtoC3Vr2sWlEycBp6LPVwkVZFgVC4HruxcgsarvHGYgkIGa3NTkC99Dfaw5lvAMpGtrOAsBMDAejNL78EhPr8hoEf7aCz5GQeJxjS0pvxuy-2BHkwaBt3DZH2of8ozzARY7w-2FJ5MjwpzfbT-2BTrkKY5Br63Id7ZtKj65yAVvbHSq-2FHn5eTTZ5U1ufMPGVkm9yI3YHsL2PVKyyAjUftGSaPytHehiFKibrKIHGtII3BFemy0W4izg-3D-3D


From:  finnie@skschools.org

Sent time:  09/04/2018 10:01:23 AM

To:  admin@wspa.net

Subject:  S275 registration additional
 

Good Morning,
 
I need to register an additional person for the S275 for October 9, 2018, three are members and the additional person who
needs to attend is (she is not currently a member)
 
 
Sarah Conner
HR Support Specialist
conners@skschools.org
Gluten Free
 
I will pay by credit card for her also, if you can invoice me that would be awesome.
 
Lynn
 
 
 
C. Lynn Finnie

Executive Assistant – Human Resources

South Kitsap School District

2689 Hoover Ave. S.E.

Port Orchard, Washington 98366

finnie@skschools.org

PH: 360-874-7072

FAX: 360-874-7076

 

mailto:conners@skschools.org
mailto:finnie@skschools.org


Invoice # 12006
Invoice Date 09/05/2018
Invoice Due 10/05/2018
Amount Due $175.00

From:  jensenv@skschools.org

Sent time:  09/05/2018 11:38:05 AM

To:  finnie@skschools.org

Subject:  FW: WSPA Invoice - Please Submit
 

 
 
 
 
Vivian Jensen
Human Resource Specialist
South Kitsap School District
360-874-7077
Fax 360-874-7076
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Wednesday, September 5, 2018 11:06 AM
To: Jensen, Vivian <jensenv@skschools.org>
Subject: WSPA Invoice ‐ Please Submit
 

INVOICE 12006

Washington School Personnel Association
PO Box 1600
Anacortes, WA 98221

360-825-1415 Phone
253-736-0333 Fax

South Kitsap School District
Attn: Vivian Jensen
2689 Hoover Ave SE
Port Orchard, Washington 98366

Description Amount

S-275 Workshop Registration 2018 $175.00

Amount Due $175.00

Please submit this invoice to your accounting department for payment. If
you have a purchase order you can attach that to the invoice.

https://clicks.memberclicks-mail.net/wf/click?upn=8Cevf6VcjoH-2FQiPZS5m18alKD38JFs23dWHrM-2Bp3ohHYryQh2VvM3IBvfCrQePIBjoAuhGce1FS1FptftJIpBO8aGw5U-2BzR6SVanGSZhH70lA1FsBsAsvI4dbdSWPYkW_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKAwm8K4z6tsVi086OinyjuyDFWcc7QOa9BQuJ9cExC1VTi-2Fg6UQs9mmzcRt29DxnxttTFhJGRvlzZezrO6RIyu86hC86Ejs42xK7WQLq-2F96chLnPZh2Ttti-2FrPvgBn82Vh-2BvthIMjWaUjqbpbvUAcGAWmQfVYHYwYyvUTxsGVZi5A-2B27A8iuVTAF0nNXsrhkwTB6ZhO4Zsi7nRs2aNYIUj1vylydmoFrGX5mrXQdm9yrFn1ZOze2E1jGyvsHFpvBlow-3D-3D


Privacy Policy

Please do not reply. Replies to this address are not monitored.

https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKAwm8K4z6tsVi086OinyjuyDFWcc7QOa9BQuJ9cExC1VTi-2Fg6UQs9mmzcRt29DxnxttTFhJGRvlzZezrO6RIyu86hC86Ejs42xK7WQLq-2F96chkX6XB6MwaJtOaMtJCCW2FS3MpgfRNhEDbfBDW7vs0-2BomV7BsAZxVnFQv-2BYdRDxXnSjJWey8ACIX1Jgoc-2BvMr10U3R-2FSoBlNEJukTafOCXcfNnwNfjYxj-2FeFF7nRleIj-2BshMG2vLpXtFvkEgm-2BpkZhA-3D-3D


Invoice # 11998
Invoice Date 09/04/2018
Invoice Due 10/04/2018

Amount Due $175.00

From:  conners@skschools.org

Sent time:  09/05/2018 07:20:16 AM

To:  finnie@skschools.org

Subject:  FW: WSPA Invoice - Please Submit
 

 
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Tuesday, September 4, 2018 5:12 PM
To: Conner, Sarah <conners@skschools.org>
Subject: WSPA Invoice ‐ Please Submit
 

INVOICE 11998

Washington School Personnel Association
PO Box 1600
Anacortes, WA 98221

360-825-1415 Phone
253-736-0333 Fax

South Kitsap School District
Attn: Sarah Conner
2689 Hoover Ave SE
Port Orchard, Washington 98366

Description Amount

S-275 Workshop Registration 2018 $175.00

Amount Due $175.00

Please submit this invoice to your accounting department for payment. If
you have a purchase order you can attach that to the invoice.

https://clicks.memberclicks-mail.net/wf/click?upn=8Cevf6VcjoH-2FQiPZS5m18alKD38JFs23dWHrM-2Bp3ohHYryQh2VvM3IBvfCrQePIBPdbMMVUux7ly7uB6JHBNq-2BllEUjOSRYCZwJK8zIRQXhyUPmAnsJIWExbzY0nRStr_kMLcDEvIzbKrRPSFgc3Mr4R5NGB-2F4yd5E8X-2BWFxbLwsJCaYxl5W6DkKGveGWfWsN2adCjQa0ENtX3kEvlj2YEgoCnGZD-2BuhMuMAoYmr7jPt5JmFhHGfjsSCOQ9VO3OYNVvLJZYpFEmhlq0PLSaKCXhWhE61d8cnMWPHppMHi5MM3CbAbSLzHM0yEW9eqeHk2GtQPCMMB9MHnBfiOiqMfzObQqagbfCVpW9TvnAl4KictmXfh85D39qz4hQOQSljz5nbkALu7yQHyxgjGc63ZF7VXvTHnQVcK11-2FvjZcfz6QUrPAWw0RrXTu-2FCFrXZVBwSjD2uP-2Fq1ZPbPuCWJUToSA-3D-3D


Privacy Policy

Please do not reply. Replies to this address are not monitored.

https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_kMLcDEvIzbKrRPSFgc3Mr4R5NGB-2F4yd5E8X-2BWFxbLwsJCaYxl5W6DkKGveGWfWsN2adCjQa0ENtX3kEvlj2YEgoCnGZD-2BuhMuMAoYmr7jPt5JmFhHGfjsSCOQ9VO3OYNVvLJZYpFEmhlq0PLSaKCXhWhE61d8cnMWPHppMHi5MM3CbAbSLzHM0yEW9eqeHk2GvOGLfOlNcODMofLik3ftPbsNojEMK-2Fie1-2FIdu-2FCVpfv5s3cKy6KODm8WjSlYzlMeMtNYOc2LhLwXvktNiK1X7LDvud6W6N7RkIMreI-2BTYSCplRXWnjMh8oYxyodiBJbZ6-2FNUytxGIQLxMh7fG7iyw-3D-3D


From:  monaglej@skschools.org

Sent time:  09/05/2018 09:42:55 AM

To:  admin@wspa.net

Subject:  RE: Log In Trouble
 

Thank you Jennifer! I was able to log in this morning.  I appreciate all of your help.
 
Jamie Monagle
Assistant Director of Human Resources
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone:  360-874-7071
Fax:       360-874-7076
Email:   monaglej@skschools.org
 
 
 

From: admin@wspa.net <admin@wspa.net> 
Sent: Tuesday, September 4, 2018 11:39 AM
To: Monagle, Jamie <monaglej@skschools.org>
Subject: RE: Log In Trouble
 
Hi Jamie,
 
I am so sorry for the trouble!

I have updated your username to your new email address. The password has been set to wspa (lower case). The username is
your updated email address.
 
Please let me know if you continue to have issues logging in and I am happy to dig a little deeper in troubleshooting.

I am also more than welcome to assist in any registration while we work out any continued issues – just let me know!

Thank you,
 
Jennifer
 

From: Monagle, Jamie [mailto:monaglej@skschools.org] 
Sent: Tuesday, September 04, 2018 9:17 AM
To: admin@wspa.net
Subject: Log In Trouble
 
Good morning,
 
I was trying to log into my WSPA account and I am unable to do so. I even typed in my email into the “forgot username” field
and no email came to me.
 
My username is monaglej@skschools.org. Recently we had to combine two accounts since my old username was under an old
email address, monaglej@skitsap.wednet.edu, so maybe that could be causing the issue?
 
If someone wouldn’t mind looking at my account to make sure I am all set up, that would be great! Thank you!
 
Jamie Monagle
Assistant Director of Human Resources
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone:  360-874-7071
Fax:       360-874-7076
Email:   monaglej@skschools.org
 

mailto:monaglej@skschools.org
mailto:admin@wspa.net
mailto:monaglej@skschools.org
mailto:monaglej@skitsap.wednet.edu
mailto:monaglej@skschools.org


From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  09/05/2018 06:03:14 AM

To:  finnie@skschools.org

Subject:  Registration now open: Fall HELP Writing Workshop - Writing Skills for Human Resources
 

Hello WSPA members,

Registration is now open for the HELP Fall Session  - Writing Skills for Human Resources.  This workshop is open to all WSPA
members. You do not need to be a HELP participant to attend.

This workshop provides three sessions to choose from:
Session I - Basic Human Resources Writing 
Session II - Human Resources Legal Writing
Session III - How to Conduct a Workplace Investigation and Document your Findings

WSPA Members: $150
Your registration includes lunch, refreshments, clock hours, and course materials. 

HELP Participants: This event is included in your HELP tuition. There is no additional fee to attend and you do not need to
complete a registration form. Please let Jane Rausch know if you will NOT be attending.  jrausch@wspa.net

HELP Fall Session  - Writing Skills for Human Resources

October 22, 2018
Puget Sound Educational Service District
9:00 am - 3:00 pm

Please click here for workshop information and to register. 

Thank you,

Washington School Personnel Association 

This email was sent to finnie@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDBIaKXxALboFaSu80jOlgJ48rb5WS4-2Bi9XqbKvgaHicQ-3D-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0gWb3iSP9wj-2FKtsOO-2BCSejP4X2Shsh5a0c5eiAeGySIkNImchWlYNs8yFE7KTvrWXfVoU53PoDgcMqbeP6JUp4G9H2kkum2jqAFtQjSRgsiIN-2FPnle58svb802WrOsBU0bJFYkAel7iPxVIOzn5l4TnCV2KLxYlwgjkUCmz5soHou9kWhgmBh3Px7MF47Jp4Zdy1NA5w1PzQt4e3GClpEDzU85wmNbIN6xHnDcHDmDajGIj2aXSMjL9WTqEX3heiQg-3D-3D
mailto:finnie@skschools.org
mailto:admin@wspa.net
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGx7PRxkjORCe7bFh1-2BKKxAdLWYQhlQhqr90FWecuSPs8WwA-2B7xzAqwsVFNtdcd1W1l7HC5CqK8d9qSn6hqlWQEjA-3D-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0gWb3iSP9wj-2FKtsOO-2BCSejP4X2Shsh5a0c5eiAeGySIkNImchWlYNs8yFE7KTvrWXfVoU53PoDgcMqbeP6JUp4E5quCW5XWEFf-2FUiY7tDLw4eCqhS4akaO-2FUuvZxD-2ByMPk6qI7iFNllXI-2FKchEYY25MeUJOQ90skUBN9obSoEoFWlbBrgiNa1WDlMev45y87XCfHfR8h6iZeRD1J4lZ94LCXTgeQ-2FSjqA2YroDahL7FkmuOwZZip3EI5J6ZzPRHgVg-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0gWb3iSP9wj-2FKtsOO-2BCSejP4X2Shsh5a0c5eiAeGySIkNImchWlYNs8yFE7KTvrWXfVoU53PoDgcMqbeP6JUp4EONpYQA1JpZRbhEdJ8SvN9fCZaBjm-2Fvfd5FNenE2MDeGVCi9tTi-2BcSYmeBjEkYCiWlGuBIstP-2F1-2B9k5jduy8tPqWn5tTlLM-2B5GdbPwbY4z1Asnsk82ZUslvf2g2hOfET44CViaXUeyTCJ-2B-2BpIO0XZ2OF9xZ-2BK7gwzMccp5-2BPmyqA-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0gWb3iSP9wj-2FKtsOO-2BCSejP4X2Shsh5a0c5eiAeGySIkNImchWlYNs8yFE7KTvrWXfVoU53PoDgcMqbeP6JUp4GJWhcBU4sJHY8PUdsaRxc5XDX07q4CB8cW4Rbd9jsITweO7Rke8ONrF6eAcX0-2F-2FDep96iNYhyZ2wPtFkAmkKjqVwpcM5694u8SqE1-2BqZQmV1Xs-2BJmG6BQOMgXZy965sW-2BhFrAdChmn52MW27VKqte263wH1-2BVi2Fxh-2BBC2RwtaMg-3D-3D


From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  09/05/2018 06:02:13 AM

To:  monaglej@skschools.org

Subject:  Registration now open: Fall HELP Writing Workshop - Writing Skills for Human Resources
 

Hello WSPA members,

Registration is now open for the HELP Fall Session  - Writing Skills for Human Resources.  This workshop is open to all WSPA
members. You do not need to be a HELP participant to attend.

This workshop provides three sessions to choose from:
Session I - Basic Human Resources Writing 
Session II - Human Resources Legal Writing
Session III - How to Conduct a Workplace Investigation and Document your Findings

WSPA Members: $150
Your registration includes lunch, refreshments, clock hours, and course materials. 

HELP Participants: This event is included in your HELP tuition. There is no additional fee to attend and you do not need to
complete a registration form. Please let Jane Rausch know if you will NOT be attending.  jrausch@wspa.net

HELP Fall Session  - Writing Skills for Human Resources

October 22, 2018
Puget Sound Educational Service District
9:00 am - 3:00 pm

Please click here for workshop information and to register. 

Thank you,

Washington School Personnel Association 

This email was sent to monaglej@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  09/05/2018 06:02:13 AM

To:  stewartj@skschools.org

Subject:  Registration now open: Fall HELP Writing Workshop - Writing Skills for Human Resources
 

Hello WSPA members,

Registration is now open for the HELP Fall Session  - Writing Skills for Human Resources.  This workshop is open to all WSPA
members. You do not need to be a HELP participant to attend.

This workshop provides three sessions to choose from:
Session I - Basic Human Resources Writing 
Session II - Human Resources Legal Writing
Session III - How to Conduct a Workplace Investigation and Document your Findings

WSPA Members: $150
Your registration includes lunch, refreshments, clock hours, and course materials. 

HELP Participants: This event is included in your HELP tuition. There is no additional fee to attend and you do not need to
complete a registration form. Please let Jane Rausch know if you will NOT be attending.  jrausch@wspa.net

HELP Fall Session  - Writing Skills for Human Resources

October 22, 2018
Puget Sound Educational Service District
9:00 am - 3:00 pm

Please click here for workshop information and to register. 

Thank you,

Washington School Personnel Association 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  09/05/2018 06:04:23 AM

To:  jensenv@skschools.org

Subject:  Registration now open: Fall HELP Writing Workshop - Writing Skills for Human Resources
 

Hello WSPA members,

Registration is now open for the HELP Fall Session  - Writing Skills for Human Resources.  This workshop is open to all WSPA
members. You do not need to be a HELP participant to attend.

This workshop provides three sessions to choose from:
Session I - Basic Human Resources Writing 
Session II - Human Resources Legal Writing
Session III - How to Conduct a Workplace Investigation and Document your Findings

WSPA Members: $150
Your registration includes lunch, refreshments, clock hours, and course materials. 

HELP Participants: This event is included in your HELP tuition. There is no additional fee to attend and you do not need to
complete a registration form. Please let Jane Rausch know if you will NOT be attending.  jrausch@wspa.net

HELP Fall Session  - Writing Skills for Human Resources

October 22, 2018
Puget Sound Educational Service District
9:00 am - 3:00 pm

Please click here for workshop information and to register. 

Thank you,

Washington School Personnel Association 

This email was sent to jensenv@skschools.org by admin@wspa.net
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  09/05/2018 06:03:36 AM

To:  tallman@skschools.org

Subject:  Registration now open: Fall HELP Writing Workshop - Writing Skills for Human Resources
 

Hello WSPA members,

Registration is now open for the HELP Fall Session  - Writing Skills for Human Resources.  This workshop is open to all WSPA
members. You do not need to be a HELP participant to attend.

This workshop provides three sessions to choose from:
Session I - Basic Human Resources Writing 
Session II - Human Resources Legal Writing
Session III - How to Conduct a Workplace Investigation and Document your Findings

WSPA Members: $150
Your registration includes lunch, refreshments, clock hours, and course materials. 

HELP Participants: This event is included in your HELP tuition. There is no additional fee to attend and you do not need to
complete a registration form. Please let Jane Rausch know if you will NOT be attending.  jrausch@wspa.net

HELP Fall Session  - Writing Skills for Human Resources

October 22, 2018
Puget Sound Educational Service District
9:00 am - 3:00 pm

Please click here for workshop information and to register. 

Thank you,

Washington School Personnel Association 

This email was sent to tallman@skschools.org by admin@wspa.net
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Invoice # 12006
Invoice Date 09/05/2018
Invoice Due 10/05/2018

Amount Due $175.00

From:  Invoices <waspa@memberclicks-mail.net>

Sent time:  09/05/2018 11:06:07 AM

To:  jensenv@skschools.org

Subject:  WSPA Invoice - Please Submit
 

INVOICE 12006

Washington School Personnel Association
PO Box 1600
Anacortes, WA 98221

360-825-1415 Phone
253-736-0333 Fax

South Kitsap School District
Attn: Vivian Jensen
2689 Hoover Ave SE
Port Orchard, Washington 98366

Description Amount

S-275 Workshop Registration 2018 $175.00

Amount Due $175.00

Please submit this invoice to your accounting department for payment. If
you have a purchase order you can attach that to the invoice.

Privacy Policy

Please do not reply. Replies to this address are not monitored.
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https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKAwm8K4z6tsVi086OinyjuyDFWcc7QOa9BQuJ9cExC1VTi-2Fg6UQs9mmzcRt29DxnxttTFhJGRvlzZezrO6RIyu86hC86Ejs42xK7WQLq-2F96chkX6XB6MwaJtOaMtJCCW2FS3MpgfRNhEDbfBDW7vs0-2BomV7BsAZxVnFQv-2BYdRDxXnSjJWey8ACIX1Jgoc-2BvMr10U3R-2FSoBlNEJukTafOCXcfNnwNfjYxj-2FeFF7nRleIj-2BshMG2vLpXtFvkEgm-2BpkZhA-3D-3D


From:  admin@wspa.net

Sent time:  09/05/2018 10:12:35 AM

To:  Finnie, Lynn <finnie@skschools.org>

Subject:  WSPA Refund - duplicate transaction

Attachments:  
Stewart_REFUND South Kitsap 9.5.2018.pdf     Tallman_REFUND_South Kitsap 9.5.2018.pdf     Stewart_275.pdf     Tallman_S275.pdf    
Jensen_S275.pdf    

 

Hi Lynne,
 
I received your S‐275 registrations for Stewart, Tallman, and  Jensen – thank you!

However, it appears as though our credit card processing system inadvertently charged you twice – once as a single transaction
for the full registration fee for all three of $525 and again individually for Stewart and Tallman ($175 each). For whatever
reason, not for Jensen!  
 
First, please accept my apologies for this issue. I believe the processing issue has now been corrected and this should not
happen with any further registrations.
 
Second, I have refunded the $350 to your card and have attached a copy of that refund. I have also attached copies of the paid
receipts for each registration for your records.
 
Again, I am so sorry for the trouble. Please let me know if you have any questions or if I may be of any additional assistance.
 
Thank you,
 
Jennifer
 
 

Jennifer Tottenham
Program Coordinator
Washington School Personnel Association
PO Box 1600  Anacortes, Washington 98221
Phone: 360‐825‐1415/Fax: 253‐736‐0333
http://www.wspa.net/

 
 
 
 

http://www.wspa.net/
https://www.facebook.com/Washington-School-Personnel-Association-437802873042746/timeline/?ref=aymt_homepage_panel
https://www.linkedin.com/company/washington-school-personnel-association?trk=biz-companies-cym
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Invoice
Date

9/4/2018

Invoice #

12000

Bill To

South Kitsap School District
Attn:  Accounts Payable
1962 Hoover Ave SE
Port Orchard, WA  98366

Washington School Personnel Association

PO Box 1600
Anacortes, WA 98221

P.O. No.

Total

Balance Due
Payments/Credits

Description Qty Rate Amount

STEWART S-275 Tukwila 2018 -  Electronic Manual 175.00 175.00
10/9/2018

$175.00

$0.00

-$175.00
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Invoice
Date

9/4/2018

Invoice #

11999

Bill To

South Kitsap School District
Attn:  Accounts Payable
1962 Hoover Ave SE
Port Orchard, WA  98366

Washington School Personnel Association

PO Box 1600
Anacortes, WA 98221

P.O. No.

Total

Balance Due
Payments/Credits

Description Qty Rate Amount

TALLMAN S-275 Tukwila 2018 -  Electronic Manual 175.00 175.00
10/9/2018

$175.00

$0.00

-$175.00
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Invoice
Date

9/4/2018

Invoice #

12004

Bill To

South Kitsap School District
Attn:  Accounts Payable
1962 Hoover Ave SE
Port Orchard, WA  98366

Washington School Personnel Association

PO Box 1600
Anacortes, WA 98221

P.O. No.

Total

Balance Due
Payments/Credits

Description Qty Rate Amount

JENSEN S-275 Tukwila 2018 -  Electronic Manual 175.00 175.00

$175.00

$0.00

-$175.00
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From:  do_not_reply@southkitsap.wa-k12.net

Sent time:  09/10/2018 02:12:39 AM

To:  finnie@skschools.org

Subject:  5 Unsubmitted Credit Card Transactions.
 

The following 5 Credit Card Transaction(s) have not been submitted.

Transaction Date Amount Where Used
 
09/06/2018 525.00 WSPA  
09/06/2018 175.00 WSPA  
09/06/2018 175.00 WSPA  
09/06/2018 250.00 WSPA  
09/06/2018 250.00 WSPA  

District: SOUTH KITSAP SCHOOL DISTRICT
District Web Site: www.skschools.org
State: WA
District Code: 18402

SKSD

file:///C:/Users/cbk/AppData/Local/Temp/Encryptomatic,%20LLC/PSTViewer%20Pro%208/s5d10swo.mnn/www.skschools.org


From:  do_not_reply@southkitsap.wa-k12.net

Sent time:  09/11/2018 02:37:22 AM

To:  finnie@skschools.org

Subject:  5 Unsubmitted Credit Card Transactions.
 

The following 5 Credit Card Transaction(s) have not been submitted.

Transaction Date Amount Where Used
 
09/06/2018 525.00 WSPA  
09/06/2018 175.00 WSPA  
09/06/2018 175.00 WSPA  
09/06/2018 250.00 WSPA  
09/06/2018 250.00 WSPA  

District: SOUTH KITSAP SCHOOL DISTRICT
District Web Site: www.skschools.org
State: WA
District Code: 18402

SKSD

file:///C:/Users/cbk/AppData/Local/Temp/Encryptomatic,%20LLC/PSTViewer%20Pro%208/p4ss2y2z.onu/www.skschools.org


From:  do_not_reply@southkitsap.wa-k12.net

Sent time:  09/12/2018 02:13:21 AM

To:  finnie@skschools.org

Subject:  5 Unsubmitted Credit Card Transactions.
 

The following 5 Credit Card Transaction(s) have not been submitted.

Transaction Date Amount Where Used
 
09/06/2018 525.00 WSPA  
09/06/2018 175.00 WSPA  
09/06/2018 175.00 WSPA  
09/06/2018 250.00 WSPA  
09/06/2018 250.00 WSPA  

District: SOUTH KITSAP SCHOOL DISTRICT
District Web Site: www.skschools.org
State: WA
District Code: 18402

SKSD

file:///C:/Users/cbk/AppData/Local/Temp/Encryptomatic,%20LLC/PSTViewer%20Pro%208/21xcgelt.dyv/www.skschools.org


From:  do_not_reply@southkitsap.wa-k12.net

Sent time:  09/13/2018 08:04:20 AM

To:  finnie@skschools.org

Subject:  9 Unsubmitted Credit Card Transactions.
 

The following 9 Credit Card Transaction(s) have not been submitted.

Transaction Date Amount Where Used
 
09/06/2018 525.00 WSPA  
09/06/2018 175.00 WSPA  
09/06/2018 175.00 WSPA  
09/06/2018 250.00 WSPA  
09/06/2018 250.00 WSPA  
09/07/2018 -175.00 WSPA  
09/07/2018 -175.00 WSPA  
09/10/2018 150.00 WSPA  
09/11/2018 45.47 WAL-MART #2325  

District: SOUTH KITSAP SCHOOL DISTRICT
District Web Site: www.skschools.org
State: WA
District Code: 18402

SKSD

file:///C:/Users/cbk/AppData/Local/Temp/Encryptomatic,%20LLC/PSTViewer%20Pro%208/chcpm1ho.xii/www.skschools.org


From:  do_not_reply@southkitsap.wa-k12.net

Sent time:  09/14/2018 02:13:30 AM

To:  finnie@skschools.org

Subject:  9 Unsubmitted Credit Card Transactions.
 

The following 9 Credit Card Transaction(s) have not been submitted.

Transaction Date Amount Where Used
 
09/06/2018 525.00 WSPA  
09/06/2018 175.00 WSPA  
09/06/2018 175.00 WSPA  
09/06/2018 250.00 WSPA  
09/06/2018 250.00 WSPA  
09/07/2018 -175.00 WSPA  
09/07/2018 -175.00 WSPA  
09/10/2018 150.00 WSPA  
09/11/2018 45.47 WAL-MART #2325  

District: SOUTH KITSAP SCHOOL DISTRICT
District Web Site: www.skschools.org
State: WA
District Code: 18402

SKSD

file:///C:/Users/cbk/AppData/Local/Temp/Encryptomatic,%20LLC/PSTViewer%20Pro%208/aadibmji.ixs/www.skschools.org


From:  jensenv@skschools.org

Sent time:  09/14/2018 08:00:21 AM

To:  vanzantent@orting.wednet.edu

Cc:  cleonard@wspa.net

Subject:  telephone reference check

Attachments:  Classified Telephone Reference Check (387) 2014.docx     Certificated Telephone Reference Check (388) 2014.docx    
 

Hi Terry,
Here is what we use for our reference checks. One for classified and one for certs.
Hope this helps 
TGIF!!
 
 
 
Vivian Jensen
Human Resource Specialist
South Kitsap School District
360-874-7077
Fax 360-874-7076
 



 

 

Form 387 

C O N F I D E N T I A L  

 
South Kitsap School District 

 

CLASSIFIED TELEPHONE REFERENCE CHECK 
 

 
Candidate _______________________________________________ Considered Position __________________________ 

Person Providing Reference _________________________________ Title _______________________________________ 

Organization ____________________________________________ Phone _____________________________________ 

 
GUIDELINES 
 
Reference checks (minimum of two, at least one should be at the supervisory level) must be done on the final candidate 
prior to recommendation to HR.  This is your opportunity to thoroughly evaluate and investigate the candidates past job 
performance. 
 
Note to Caller:  If the person declines to answer the reference check questions, ask if he/she would please respond to 

the following brief statement: 
 
Is it the policy of this company/District to only verify basic information such as length of employment, 
job title, etc.?             Yes             No  

 
Period employed from _______________ to _________________  Job Title ________________________ 
 
1.  How long and in what capacity have you known the applicant? 
 Look for:  Knows candidate in a professional or work capacity for at least a six-month period. 
 
 
 
 
 
2.  The applicant has applied for _________________________________________  (job title) 
  
 This position requires the ability to work in a team setting and have extensive interactions with students.  (Supervisor 

may adjust to be more descriptive of the actual position.)  How would you assess the applicant’s ability to perform 
the duties of this position? 

 Look for: Strong affirmative description.  No hesitations.  May not have observed candidate in similar occupation, but 
states strong personal attributes, e.g. flexibility, dependability, team player. 

 
 
 
 
 
3.  On a scale of 1-5, with 5 being the highest, please rate the candidate on the following questions: 
 

Openness to ideas: 
 
 
 
 

Confidentiality: Relationship building with staff: 

Work ethic: 
 
 
 
 

Technical ability in regard to this 
position: 

Communication skills: 
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4.  How does the applicant handle stressful situations? 
Look for:  Strong positive response.  Handles situations professionally, calmly, organized. 
 
 
 
 
 
5.  Please identify this candidate’s greatest asset as an employee. 
 Look for: Assets that match specific skills needed for position.  Strong interpersonal skills, dependable, flexible, quality 

worker, team player. 
 
 
 
 
 
6.  Tell me about the candidate’s dependability, punctuality and attendance. 
 Look for:  No concerns.  Strong, positive response. 
 
 
 
 
 
7.  Please identify any concerns you may have about this candidate.  Are there any areas you could identify that are 
areas needed for growth?  Is yes, what are they? 
 Look for:  No concerns. 
 
 
 
 
 
8.  If this person no longer works for you, what was the reason for leaving, and would you hire him/her again? 
 Look for:  Positive reason for leaving.  Positive response to rehire; no hesitation. 
 
 
 
 
 
9.  Do you know of any reason why the applicant should not be employed to work in a school district?  Have they ever 
been evaluated less than satisfactory or been disciplined or investigated for misconduct?  If yes, what was the outcome? 
 Look for:  No reasons. 
 
 
 
 
 
10.  Is there any additional information about this candidate you would like to share? 
 Look for:  No negative comments. 
 
 
 
 
 
References checked by ________________________________________ Date _____________________ 

 
This information is being gathered solely for the purpose of determining appropriate hiring for the specified position.  All responses 

shall be regarded as confidential and shall not be used for any other purpose. 
9/2014 bw 
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Form 388 

C O N F I D E N T I A L  

 
South Kitsap School District 

 

CERTIFICATED TELEPHONE REFERENCE CHECK 
 

 
Candidate __________________________________________________ Considered Position __________________________ 

Person Providing Reference ____________________________________ Title _______________________________________ 

Organization ________________________________________________ Phone ______________________________________ 

 
GUIDELINES 
 
Reference checks (minimum of two, at least one should be at the supervisory level) must be done on the final candidate prior 
to recommendation to HR.  This is your opportunity to thoroughly evaluate and investigate the candidates past job 
performance. 
 
 
Note to Caller:  If the person declines to answer the reference check questions, ask if he/she would please respond to the 

following brief statement: 
 
Is it the policy of this company/District to only verify basic information such as length of employment, job 
title, etc.?             Yes             No  

 
Period employed from _______________ to _________________  Job Title ________________________ 
 
1.  How long and in what capacity have you known the applicant? 
 
 
 
 
2.  On a scale of 1-5, with 5 being the highest, please rate the candidate on the following questions: 
 

Flexibility: 
 
 
 
 

Planning/Organization skills: Relationship building with staff, students 
and parents: 

Creativity: 
 
 
 
 

Technical ability in regard to this 
position: 

Communication skills: 

 
3.  How would you rate the applicant’s knowledge and application of instructional strategies?  What is the basis of your 

rating? 
 
 
 
 
 
 
4.  How does this teacher use student assessment data in planning for instruction? 
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5.  Please describe the expectations that this teacher establishes and communicates to his or her students. 
 
 
 
 
 
 
6.  Have you observed this teacher fostering an atmosphere of high expectations and positive relationships with their 

students?  Have you observed this teacher encouraging an atmosphere of dialogue between teacher and student, and 
student-to-student to enhance effective learning?  Please give examples. 
 
 
 
 
 

 
7.  Please describe the instructional strategies that this teacher utilizes to address the diverse learning needs, styles, and 

abilities in his or her classroom. 
 
 
 
 
 
 
8.  How would you rate the applicant’s ability to work as a member of an educational team?  Have you observed the applicant 

developing collegial relationships with fellow staff members for the purposes of improving instruction and student 
achievement?  Please give examples. 

 
 
 
 
 
9.  If this person no longer works for you, what was the reason for leaving, and would you hire him/her again? 
 
 
 
 
 
10.  Do you know of any reason why the applicant should not be employed to work with students?  Have he/she ever been 

evaluated less than satisfactory or been disciplined or investigated for misconduct?  If yes, what was the outcome? 
 
 
 
 
 
11.  Is there any additional information about this candidate you would like to share? 
 
 
 
 
 
References checked by ________________________________________ Date _____________________ 
 

This information is being gathered solely for the purpose of determining appropriate hiring for the specified position.  All responses shall be 
regarded as confidential and shall not be used for any other purpose. 

9/2014 bw 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  09/14/2018 12:02:08 PM

To:  jensenv@skschools.org

Subject:  WSPA Updates and Events
 

Hello WSPA Members,

Welcome to the new school year and thank you for your membership. We look forward to seeing you at our many events and to
having you join forces with us as we advocate for legislative action that supports education and WSPA endorsed initiatives. 

Upcoming events: 

School Law Conference

October 15-16, 2018
DoubleTree Suites by Hilton at Southcenter in Tukwila, WA
Please click here for conference information and registration. 

S-275 Personnel Reporting Workshops

October 5, 2018 - Spokane
October 9 or 10, 2018 - Tukwila 
Please click here for conference information and registration

HELP Fall Writing Workshop

October 22, 2018
Puget Sound Educational Service District
Please click here for conference information and registration

NEW:  WSPA Community Forum and Discussion Boards

New resource for our members: Your membership now includes access to our exclusive Community Forum. This new member
benefit allows you to create topics to discuss the latest industry and membership news. Post messages, documents, and subscribe
to the topics that interest you the most! Ready, set, engage!

Post topics to the community forum to discuss with your peers.
Browse previous discussions to catch up on recent happenings.
Ask your peers questions that are most important you.
Subscribe to topics of choice to receive updates by email.

To get started:

1. Log into the member section of the website.
2. Navigate to Resources in the top menu bar and select Community Forum  *NOTE: You must be logged in to access the

community forum * 
3. Post a topic you want to discuss.
4. Respond to previous posts.
5. Share attachments when creating new posts.
6. Subscribe to topics of interest.

For more information about WSPA or any of our upcoming events please visit our website at www.wspa.net

Thank you, 

Washington School Personnel Association

https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JAXrDm8dCujQm6JIWl6ZKhfkn-2FJxHBWkYd-2BGJSWVJrzOA-3D-3D_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKA0aFnCXsWaHDlbN2zOlfx6FeLQ1fFolQQJhmDD7rFNzgHflZWZD4W9x43SBUaDr1QQ3Ev4NrZy1kbbVm7EVTLlBSGgirq-2Bf7ZKJli9UZnOi5ZegWVTrAEheNIuGiR81X-2BHgDdC-2Bvy8-2F1KfFlsLP0KWpc-2F8K40z0du97uUj-2BeJOonH5woVUnNGmKSFXmlBojxuV7ln4JE0GRkP483EZCa3gc6bBreWV1igx9iC4UbbeTbu7TFC-2BPZuTNKrsAHTpxviw-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDprlFjWOngeWak3Ri4K0BhQFTllccb2Kc2oF-2FcEnpz6w-3D-3D_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKA0aFnCXsWaHDlbN2zOlfx6FeLQ1fFolQQJhmDD7rFNzgHflZWZD4W9x43SBUaDr1QQ3Ev4NrZy1kbbVm7EVTLlBSGgirq-2Bf7ZKJli9UZnOi5OwBtZ26HfCaDkaDz66wTKS7K8wu-2BMKAkanHKJGoDgYQCqpotOMZKYHCZgZsUAgdUytSJbeEwVIjeDjZcL-2FCP-2B6I5M2GodCcYWa2yg-2B6ZojnA9J8bER-2B-2FdiQSANvs34rANcsBdXwG9jetM-2BO2uA-2FejQ-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDBIaKXxALboFaSu80jOlgJ48rb5WS4-2Bi9XqbKvgaHicQ-3D-3D_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKA0aFnCXsWaHDlbN2zOlfx6FeLQ1fFolQQJhmDD7rFNzgHflZWZD4W9x43SBUaDr1QQ3Ev4NrZy1kbbVm7EVTLlBSGgirq-2Bf7ZKJli9UZnOi5J5ZwKfqX2lD2o425y5DGeZAUpnxFmQLXsohFrk0AmNszaspA1o29iAqHMDLYPjtKVjAJzSybC9RdYd7-2BO5Ln5NE-2FHpBHj4pqdpoSlAVXtSFaonFBv-2F-2FBVW9DZUpUJZMor-2BfjlWw4pxmJjtmkckbg3A-3D-3D


This email was sent to jensenv@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:jensenv@skschools.org
mailto:admin@wspa.net
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxwEO0zg-2FACWg7YodOHC-2FP2LmRXX0PA60Yv8cmaEFdcsBD-2Br1NJkc1D5sofschTiB5PfLSZ7Ai4pu7W-2BOZRcaBEA-3D-3D_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKA0aFnCXsWaHDlbN2zOlfx6FeLQ1fFolQQJhmDD7rFNzgHflZWZD4W9x43SBUaDr1QQ3Ev4NrZy1kbbVm7EVTLlBSGgirq-2Bf7ZKJli9UZnOi5ano-2BPcr-2BAS3s5u7ATqDWaNUPNVtvSdyHcpglmlRXR7FfRwI7uPb17GervXLWBVM5PXKJWIkhHCJxKj3QgEvMbGOiGRHKjaG50ZJfPqkaJPm-2BhO9dyOGDhfk1-2Bm6HsWHCpBsCl9yrnFk0KlTRNe3UTQ-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKA0aFnCXsWaHDlbN2zOlfx6FeLQ1fFolQQJhmDD7rFNzgHflZWZD4W9x43SBUaDr1QQ3Ev4NrZy1kbbVm7EVTLlBSGgirq-2Bf7ZKJli9UZnOi5ARa5nxrcyYZ0MsM6PGDmeG21fQVNX3-2B2wtbjS8OucOMvAZy8VRLnyTgvAU-2BerYzLH4aoAmxKs2WdYZyfu8kuYGPPh1qqD4pMzxTBs2lb5eMYpmxYiIRB-2B5UrBuPU2LFIc7EkQj0yEP-2BX45VbLnxslg-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKA0aFnCXsWaHDlbN2zOlfx6FeLQ1fFolQQJhmDD7rFNzgHflZWZD4W9x43SBUaDr1QQ3Ev4NrZy1kbbVm7EVTLlBSGgirq-2Bf7ZKJli9UZnOi5BBwuK9DNwvv1ert-2FlyOUvL0ttLcZ0RYG4DbY7G-2BVoUrtWAp4SMMjHmgDjraDflUHGJdZ04sZu24idWcVacAZKInBLOhZ9s-2F0ZWOTwupOA1vsfBupp1091G6FFwqUuR7iAFE3IMT3CXmSwcOVxDVZ5g-3D-3D


From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  09/14/2018 12:01:45 PM

To:  finnie@skschools.org

Subject:  WSPA Updates and Events
 

Hello WSPA Members,

Welcome to the new school year and thank you for your membership. We look forward to seeing you at our many events and to
having you join forces with us as we advocate for legislative action that supports education and WSPA endorsed initiatives. 

Upcoming events: 

School Law Conference

October 15-16, 2018
DoubleTree Suites by Hilton at Southcenter in Tukwila, WA
Please click here for conference information and registration. 

S-275 Personnel Reporting Workshops

October 5, 2018 - Spokane
October 9 or 10, 2018 - Tukwila 
Please click here for conference information and registration

HELP Fall Writing Workshop

October 22, 2018
Puget Sound Educational Service District
Please click here for conference information and registration

NEW:  WSPA Community Forum and Discussion Boards

New resource for our members: Your membership now includes access to our exclusive Community Forum. This new member
benefit allows you to create topics to discuss the latest industry and membership news. Post messages, documents, and subscribe
to the topics that interest you the most! Ready, set, engage!

Post topics to the community forum to discuss with your peers.
Browse previous discussions to catch up on recent happenings.
Ask your peers questions that are most important you.
Subscribe to topics of choice to receive updates by email.

To get started:

1. Log into the member section of the website.
2. Navigate to Resources in the top menu bar and select Community Forum  *NOTE: You must be logged in to access the

community forum * 
3. Post a topic you want to discuss.
4. Respond to previous posts.
5. Share attachments when creating new posts.
6. Subscribe to topics of interest.

For more information about WSPA or any of our upcoming events please visit our website at www.wspa.net

Thank you, 

Washington School Personnel Association
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  09/14/2018 12:01:53 PM

To:  tallman@skschools.org

Subject:  WSPA Updates and Events
 

Hello WSPA Members,

Welcome to the new school year and thank you for your membership. We look forward to seeing you at our many events and to
having you join forces with us as we advocate for legislative action that supports education and WSPA endorsed initiatives. 

Upcoming events: 

School Law Conference

October 15-16, 2018
DoubleTree Suites by Hilton at Southcenter in Tukwila, WA
Please click here for conference information and registration. 

S-275 Personnel Reporting Workshops

October 5, 2018 - Spokane
October 9 or 10, 2018 - Tukwila 
Please click here for conference information and registration

HELP Fall Writing Workshop

October 22, 2018
Puget Sound Educational Service District
Please click here for conference information and registration

NEW:  WSPA Community Forum and Discussion Boards

New resource for our members: Your membership now includes access to our exclusive Community Forum. This new member
benefit allows you to create topics to discuss the latest industry and membership news. Post messages, documents, and subscribe
to the topics that interest you the most! Ready, set, engage!

Post topics to the community forum to discuss with your peers.
Browse previous discussions to catch up on recent happenings.
Ask your peers questions that are most important you.
Subscribe to topics of choice to receive updates by email.

To get started:

1. Log into the member section of the website.
2. Navigate to Resources in the top menu bar and select Community Forum  *NOTE: You must be logged in to access the

community forum * 
3. Post a topic you want to discuss.
4. Respond to previous posts.
5. Share attachments when creating new posts.
6. Subscribe to topics of interest.

For more information about WSPA or any of our upcoming events please visit our website at www.wspa.net

Thank you, 

Washington School Personnel Association
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  09/14/2018 12:01:25 PM

To:  monaglej@skschools.org

Subject:  WSPA Updates and Events
 

Hello WSPA Members,

Welcome to the new school year and thank you for your membership. We look forward to seeing you at our many events and to
having you join forces with us as we advocate for legislative action that supports education and WSPA endorsed initiatives. 

Upcoming events: 

School Law Conference

October 15-16, 2018
DoubleTree Suites by Hilton at Southcenter in Tukwila, WA
Please click here for conference information and registration. 

S-275 Personnel Reporting Workshops

October 5, 2018 - Spokane
October 9 or 10, 2018 - Tukwila 
Please click here for conference information and registration

HELP Fall Writing Workshop

October 22, 2018
Puget Sound Educational Service District
Please click here for conference information and registration

NEW:  WSPA Community Forum and Discussion Boards

New resource for our members: Your membership now includes access to our exclusive Community Forum. This new member
benefit allows you to create topics to discuss the latest industry and membership news. Post messages, documents, and subscribe
to the topics that interest you the most! Ready, set, engage!

Post topics to the community forum to discuss with your peers.
Browse previous discussions to catch up on recent happenings.
Ask your peers questions that are most important you.
Subscribe to topics of choice to receive updates by email.

To get started:

1. Log into the member section of the website.
2. Navigate to Resources in the top menu bar and select Community Forum  *NOTE: You must be logged in to access the

community forum * 
3. Post a topic you want to discuss.
4. Respond to previous posts.
5. Share attachments when creating new posts.
6. Subscribe to topics of interest.

For more information about WSPA or any of our upcoming events please visit our website at www.wspa.net

Thank you, 

Washington School Personnel Association
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  09/14/2018 12:01:25 PM

To:  stewartj@skschools.org

Subject:  WSPA Updates and Events
 

Hello WSPA Members,

Welcome to the new school year and thank you for your membership. We look forward to seeing you at our many events and to
having you join forces with us as we advocate for legislative action that supports education and WSPA endorsed initiatives. 

Upcoming events: 

School Law Conference

October 15-16, 2018
DoubleTree Suites by Hilton at Southcenter in Tukwila, WA
Please click here for conference information and registration. 

S-275 Personnel Reporting Workshops

October 5, 2018 - Spokane
October 9 or 10, 2018 - Tukwila 
Please click here for conference information and registration

HELP Fall Writing Workshop

October 22, 2018
Puget Sound Educational Service District
Please click here for conference information and registration

NEW:  WSPA Community Forum and Discussion Boards

New resource for our members: Your membership now includes access to our exclusive Community Forum. This new member
benefit allows you to create topics to discuss the latest industry and membership news. Post messages, documents, and subscribe
to the topics that interest you the most! Ready, set, engage!

Post topics to the community forum to discuss with your peers.
Browse previous discussions to catch up on recent happenings.
Ask your peers questions that are most important you.
Subscribe to topics of choice to receive updates by email.

To get started:

1. Log into the member section of the website.
2. Navigate to Resources in the top menu bar and select Community Forum  *NOTE: You must be logged in to access the

community forum * 
3. Post a topic you want to discuss.
4. Respond to previous posts.
5. Share attachments when creating new posts.
6. Subscribe to topics of interest.

For more information about WSPA or any of our upcoming events please visit our website at www.wspa.net

Thank you, 

Washington School Personnel Association
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This email was sent to stewartj@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  09/14/2018 12:01:30 PM

To:  holsten@skschools.org

Subject:  WSPA Updates and Events
 

Hello WSPA Members,

Welcome to the new school year and thank you for your membership. We look forward to seeing you at our many events and to
having you join forces with us as we advocate for legislative action that supports education and WSPA endorsed initiatives. 

Upcoming events: 

School Law Conference

October 15-16, 2018
DoubleTree Suites by Hilton at Southcenter in Tukwila, WA
Please click here for conference information and registration. 

S-275 Personnel Reporting Workshops

October 5, 2018 - Spokane
October 9 or 10, 2018 - Tukwila 
Please click here for conference information and registration

HELP Fall Writing Workshop

October 22, 2018
Puget Sound Educational Service District
Please click here for conference information and registration

NEW:  WSPA Community Forum and Discussion Boards

New resource for our members: Your membership now includes access to our exclusive Community Forum. This new member
benefit allows you to create topics to discuss the latest industry and membership news. Post messages, documents, and subscribe
to the topics that interest you the most! Ready, set, engage!

Post topics to the community forum to discuss with your peers.
Browse previous discussions to catch up on recent happenings.
Ask your peers questions that are most important you.
Subscribe to topics of choice to receive updates by email.

To get started:

1. Log into the member section of the website.
2. Navigate to Resources in the top menu bar and select Community Forum  *NOTE: You must be logged in to access the

community forum * 
3. Post a topic you want to discuss.
4. Respond to previous posts.
5. Share attachments when creating new posts.
6. Subscribe to topics of interest.

For more information about WSPA or any of our upcoming events please visit our website at www.wspa.net

Thank you, 

Washington School Personnel Association
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https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDprlFjWOngeWak3Ri4K0BhQFTllccb2Kc2oF-2FcEnpz6w-3D-3D_nzn24k8Og3qOpeAqciW9IJ12X9Y1msiPjPzSF4hjkRwzcQxT5-2Bzhf7EOQtWEtREhI1isROdaRc6DoxBEMkPKL4jN-2Fbc6QOgQoJQx8vAesbMBNNzPU1ufXpIQ6bycTmJH6hUrBT4DJU58O1aKVg3scoTFMuPmPsbC0Rr5WqUkoN3D4uWhIzB1XXZGARAYHGXQfmR8-2BBC5U0ygdVQgk1JeQRcddQgS40QVedHYmtIaULBr-2B-2FEZupaS-2BSEQq7AmHHLq7Qt9jqS7Jx5Tazn0UVYCMixfuntF1qot74mNBNboO1kk5JGV6d0KhjdR8WJfksuMX5QRlFP4Kit-2BLkpodkjV5Q-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDBIaKXxALboFaSu80jOlgJ48rb5WS4-2Bi9XqbKvgaHicQ-3D-3D_nzn24k8Og3qOpeAqciW9IJ12X9Y1msiPjPzSF4hjkRwzcQxT5-2Bzhf7EOQtWEtREhI1isROdaRc6DoxBEMkPKL4jN-2Fbc6QOgQoJQx8vAesbMBNNzPU1ufXpIQ6bycTmJH6hUrBT4DJU58O1aKVg3scoTFMuPmPsbC0Rr5WqUkoN3D4uWhIzB1XXZGARAYHGXQnC9londQ4WjmAEIh9wu1JfGWmsdt1-2F1vSe79SUa90jaMXtow5bvbvGQiQrbg222XfHF55MgSd2CQLhEWI7gQuFn46RwIjpMpTErC6vjRMuqRoR0wJmDMcu2ZlwJQwOI8PVuZAULQqMP3mFKwtRQCsQ-3D-3D


This email was sent to holsten@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:holsten@skschools.org
mailto:admin@wspa.net
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxjWeoGnfJQvzHiENTcMuThClnuAWmM0qpn7s7uPFYj1RCBU95QQ0hZoq5MnCXwHKkrQ9MBeqwh4QP-2BEv26sMxRQ-3D-3D_nzn24k8Og3qOpeAqciW9IJ12X9Y1msiPjPzSF4hjkRwzcQxT5-2Bzhf7EOQtWEtREhI1isROdaRc6DoxBEMkPKL4jN-2Fbc6QOgQoJQx8vAesbMBNNzPU1ufXpIQ6bycTmJH6hUrBT4DJU58O1aKVg3scoTFMuPmPsbC0Rr5WqUkoN3D4uWhIzB1XXZGARAYHGXQ0PS6Ej4ejFgd7AgUAUNslmO7t7bkF0nD8R-2B530zthwDef-2BDVQTNZKbWxWupjbCFXJoj3YOkj8AoLdCT9-2BENWUdHLJoew-2FhUrzj8KZYHhIhIn7vkjbJPAfUU5imWne38tjU81pE2pXwZrWlH9nsQF-2FQ-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_nzn24k8Og3qOpeAqciW9IJ12X9Y1msiPjPzSF4hjkRwzcQxT5-2Bzhf7EOQtWEtREhI1isROdaRc6DoxBEMkPKL4jN-2Fbc6QOgQoJQx8vAesbMBNNzPU1ufXpIQ6bycTmJH6hUrBT4DJU58O1aKVg3scoTFMuPmPsbC0Rr5WqUkoN3D4uWhIzB1XXZGARAYHGXQVL4fQ8tGWnj43ydr0kh3H1ZRZtupd7E-2BGrR8sPdgVv5WUrJBQ8EsWQVuyGRPWtHARPIImSWD8hIveuHobjJSIqsAMbdSr1eOJWPd3icTYLDeZtlSItHg9u2Wyz-2BwwU1Ulzo4tA0jehgFyWvsPXPdNQ-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_nzn24k8Og3qOpeAqciW9IJ12X9Y1msiPjPzSF4hjkRwzcQxT5-2Bzhf7EOQtWEtREhI1isROdaRc6DoxBEMkPKL4jN-2Fbc6QOgQoJQx8vAesbMBNNzPU1ufXpIQ6bycTmJH6hUrBT4DJU58O1aKVg3scoTFMuPmPsbC0Rr5WqUkoN3D4uWhIzB1XXZGARAYHGXQo4Og6CivlKzJwjzcy9f1bE4KOsGMjo1oIqpnUDKNG3DKunK3bmmHX4BBPHnfUmYz-2B3ju2aX1f2A9nH6CUZz44GhoK72auwvXrMeOQ1c1z24TJj5tieZjtTxVkbtnWbWx-2FQcfwOk5bmrLyoX1gi3lSw-3D-3D


From:  do_not_reply@southkitsap.wa-k12.net

Sent time:  09/17/2018 02:13:04 AM

To:  finnie@skschools.org

Subject:  9 Unsubmitted Credit Card Transactions.
 

The following 9 Credit Card Transaction(s) have not been submitted.

Transaction Date Amount Where Used
 
09/06/2018 525.00 WSPA  
09/06/2018 175.00 WSPA  
09/06/2018 175.00 WSPA  
09/06/2018 250.00 WSPA  
09/06/2018 250.00 WSPA  
09/07/2018 -175.00 WSPA  
09/07/2018 -175.00 WSPA  
09/10/2018 150.00 WSPA  
09/11/2018 45.47 WAL-MART #2325  

District: SOUTH KITSAP SCHOOL DISTRICT
District Web Site: www.skschools.org
State: WA
District Code: 18402

SKSD

file:///C:/Users/cbk/AppData/Local/Temp/Encryptomatic,%20LLC/PSTViewer%20Pro%208/c0elstgg.av4/www.skschools.org


From:  finnie@skschools.org

Sent time:  09/17/2018 01:53:30 PM

To:  admin@wspa.net

Subject:  I have an invoice can I pay by credit card with you?
 

Hi Jennifer,
 
I have an invoice 11198 for Sarah Conner to attend the s 275 workshop can I give you a credit card number to pay by?
 
 
Lynn  
 
 
 
 
C. Lynn Finnie

Executive Assistant – Human Resources

South Kitsap School District

2689 Hoover Ave. S.E.

Port Orchard, Washington 98366

finnie@skschools.org

PH: 360-874-7072

FAX: 360-874-7076

 

mailto:finnie@skschools.org


From:  stewartj@skschools.org
Sent time:  09/21/2018 09:29:53 AM
To:  abautista@mvsd320.org
Cc:  cleonard@wspa.net; tallman@skschools.org; jensenv@skschools.org
Subject:  FW: MEMBER REQUEST
Attachments:  SharedLeaveRequestForm 319.pdf     SharedLeaveDonationForm320.pdf    

 

Good morning 😊
 
At South Kitsap School District we have one form for a request for shared leave.  Employees are eligible to request when they
are taking FMLA or HLOA.  In regards to parental leave it only can be requested during the disability period.  I have attached our
request form and donation form.
 
If you have any further questions, please feel free to contact me 😊
 
Jackie Stewart
Human Resources Specialist
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone: (360) 874‐7082
Fax: (360) 874‐7076
Email: stewartj@skschools.org
 
 
 
From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Friday, September 21, 2018 8:51 AM
To: Stewart, Jackie <stewartj@skschools.org>
Subject: MEMBER REQUEST
 

Last request of the week. Thanks!

 

Alexia Bautista from Mount Vernon School District is asking: 

How have districts adopted the new qualifying events to their shared leave program?  Do you distinguish on the donation
solicitation form the type of event it is for: medical condition, service in the uniformed services or parental leave? If so, please
provide sample of your donation form.
Please send your responses directly to: abautista@mvsd320.org
Also, cc your responses to: cleonard@wspa.net
Thanks, 
Curtis 

 

This email was sent to stewartj@skschools.org by cleonard@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy



CLASSIFIED
SHARED LEAVE REQUEST FORM 

 

South Kitsap School District 
Human Resources 

2689 Hoover Ave SE  
Port Orchard WA  98366-3034 

(360) 874-7079 / (360) 874-7076 FAX CERTIFICATED

FORM 319

Employee's Name

Directions: 
Please complete this form and either e-mail it to Human Resources, or print it out and send it via inter-district 
mail. Documentation from a health care provider must be included with your application (Form 59B).

The provisions of Board Policy 5406 and Procedures 5406P describe the leave sharing program and its requirements. To 
be approved for shared leave, the employee must have used or will use all available forms of paid leave. In addition, the 
physical or mental condition for which shared leave is being requested must meet the standards of severe or 
extraordinary as defined in Procedure 5406P.    
  
  MYSELF

 RELATIVE

 HOUSEHOLD MEMBER

(Describe relationship)

(Describe relationship)

Location

I am requesting shared leave for my absence beginning:

 I have read and understand the criteria in the District's policy and procedures on leave sharing which will be used 
in determining my eligibility to participate in this program. I have attached documentation from a licensed physician or 
health practitioner attesting to the severe or extraordinary nature and expected duration of my condition, or the 
condition of my relative or household member as defined in the District's procedures. 
  
I hereby authorize Human Resources to publish my request for shared leave through regular staff correspondence. 
  
 

DateEmployee Signature

 REQUEST DENIED REQUEST GRANTED

DateHR Authorization

FOR HR USE ONLY

May, 10, 2017

Reason for Denial:
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From:  stewartj@skschools.org

Sent time:  09/21/2018 09:22:43 AM

To:  FowlerN@issaquah.wednet.edu; cleonard@wspa.net

Cc:  jensenv@skschools.org; tallman@skschools.org

Subject:  FW: MEMBER REQUEST
 

Good morning 
 
South Kitsap School District uses paper for our employee leave requests.  Human Resource Specialists handle the leave
requests and FMLA.
 
If you have any further questions, feel free to contact me 
 
Jackie Stewart
Human Resources Specialist
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone: (360) 874‐7082
Fax: (360) 874‐7076
Email: stewartj@skschools.org
 
 
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Friday, September 21, 2018 8:48 AM
To: Stewart, Jackie <stewartj@skschools.org>
Subject: MEMBER REQUEST
 

A couple of requests for your consideration. Thanks!

 

Natalie Fowler from Issaquah School District is asking the following: 

1. Does  your district use a software program, paper or combination of the two for your employee leave request system?
2. If electronic, what program do you use?
3. If a combo, is it split by bargaining group?  If so, how?
4. Do you have a dedicated HR position that handles all leaves?  Does that include FMLA as well?

 

Please send your responses directly to: FowlerN@issaquah.wednet.edu

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 

This email was sent to stewartj@skschools.org by cleonard@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States
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From:  jensenv@skschools.org

Sent time:  09/21/2018 10:03:50 AM

To:  abautista@mvsd320.org; stewartj@skschools.org

Cc:  cleonard@wspa.net; tallman@skschools.org

Subject:  RE: FW: MEMBER REQUEST
 

We are still working on our process with this new legislation.
Not too sure how we are navigating it. Prior to this, employees had to exhaust all leave before they could access shared leave.
Good questions! 
 
 
 
Vivian Jensen
Human Resource Specialist
South Kitsap School District
360-874-7077
Fax 360-874-7076
 
From: BAUTISTA, ALEXIA <abautista@mvsd320.org> 
Sent: Friday, September 21, 2018 9:58 AM
To: Stewart, Jackie <stewartj@skschools.org>
Cc: Curtis Leonard <cleonard@wspa.net>; Tallman, Rachel <tallman@skschools.org>; Jensen, Vivian <jensenv@skschools.org>
Subject: Re: FW: MEMBER REQUEST
 
Thanks Jackie!
 
Can you clarify the parental leave part? Shared leave now allows an employee to access shared leave for parental leave for up
to 16 weeks, can have up to 40 hours of sick and 40 hours of annual/vacation in reserve to bond with newborn, adopted or
foster child. 

Alexia Bautista, HR Specialist 
Personnel & Human Resources § Mount Vernon School District § 124 East Lawrence Street § Mount Vernon, WA  98273 §360.428.6182 §
www.mountvernonschools.org
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- - -
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On Fri, Sep 21, 2018 at 9:29 AM Stewart, Jackie <stewartj@skschools.org> wrote:

Good morning 
 
At South Kitsap School District we have one form for a request for shared leave.  Employees are eligible to request when
they are taking FMLA or HLOA.  In regards to parental leave it only can be requested during the disability period.  I have
attached our request form and donation form.
 
If you have any further questions, please feel free to contact me 
 
Jackie Stewart
Human Resources Specialist

http://www.mountvernonschools.org
mailto:stewartj@skschools.org


South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone: (360) 874‐7082
Fax: (360) 874‐7076
Email: stewartj@skschools.org
 
 
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Friday, September 21, 2018 8:51 AM
To: Stewart, Jackie <stewartj@skschools.org>
Subject: MEMBER REQUEST
 

Last request of the week. Thanks!

 

Alexia Bautista from Mount Vernon School District is asking: 

How have districts adopted the new qualifying events to their shared leave program?  Do you distinguish on the donation
solicitation form the type of event it is for: medical condition, service in the uniformed services or parental leave? If so,
please provide sample of your donation form.
Please send your responses directly to: abautista@mvsd320.org
Also, cc your responses to: cleonard@wspa.net
Thanks, 
Curtis 

 

This email was sent to stewartj@skschools.org by cleonard@wspa.net
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From:  jensenv@skschools.org

Sent time:  09/21/2018 09:52:49 AM

To:  FowlerN@issaquah.wednet.edu

Cc:  stewartj@skschools.org; cleonard@wspa.net

Subject:  RE: MEMBER REQUEST
 

 
South Kitsap SD actually uses a combination of electronic and paper leave requests depending on the type it is.

We use AESOP for sick leave, personal leave, bereavement for classified and certificated employees except:
Bus drivers and food services uses a paper form to request leave
Professional leave is submitted on a paper form and manually input into our system by the Sub Services Specialist
FMLA initiates with paperwork to the HR Specialist and then sent to the Sub Services Specialist for input to AESOP
Time cards are used for classified subs
Only AESOP is used for cert subs for time records for the substitute and in monitoring the employee’s absence
AESOP is uploaded to payroll each month. Office Coordinators are asked to reconcile each month to ensure
accuracy on pay records especially as employees enter their own absences.
Facilities, Non Reps, Principals, and Admin use SKYWARD directly to enter their absences

 
 
Vivian Jensen
Human Resource Specialist
South Kitsap School District
360-874-7077
Fax 360-874-7076
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Friday, September 21, 2018 8:49 AM
To: Jensen, Vivian <jensenv@skschools.org>
Subject: MEMBER REQUEST
 

A couple of requests for your consideration. Thanks!

 

Natalie Fowler from Issaquah School District is asking the following: 

1. Does  your district use a software program, paper or combination of the two for your employee leave request system?
2. If electronic, what program do you use?
3. If a combo, is it split by bargaining group?  If so, how?
4. Do you have a dedicated HR position that handles all leaves?  Does that include FMLA as well?

 

Please send your responses directly to: FowlerN@issaquah.wednet.edu

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 

This email was sent to jensenv@skschools.org by cleonard@wspa.net
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From:  BAUTISTA, ALEXIA <abautista@mvsd320.org>

Sent time:  09/26/2018 08:57:31 AM

To:  Alexia Bautista <abautista@mvsd320.org>

BCc:  stewartj@skschools.org

Subject:  [Caution: The attached PDF file contains Java Script that may harm your computer] Members Request-Shared Leave Responses

Attachments:  shared leave forms.pdf    
 

Good morning,

You are receiving this email because you provided a response to my WSPA member request last week regarding the handling of
the new qualifying events for shared leave. Some of you shared your district shared leave forms. They are attached to this email
and I have included ours (we're currently updating board policy so this is the draft form).

I have spoken to some of you when I received your initial response to gather more information about your district. We all appear
to be on the same page. As for me, feel I need a little bit more direction about whether we can identify the qualifying event when
soliciting donations.

Therefore, I have asked Curtis Leonard if WSPA could address shared leave for its members. I'll let you know of any latest
developments.

Thank you for participating in this members request round. Enjoy the rest of the week--we're almost to Friday and the completion
of the first month of school!

Alexia Bautista, HR Specialist 
Personnel & Human Resources § Mount Vernon School District § 124 East Lawrence Street § Mount Vernon, WA  98273 §360.428.6182 §
www.mountvernonschools.org
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   MVSD APPLICATION REQUEST FOR USE OF SHARED LEAVE 
 

The Mount Vernon School District participates in a shared leave program as allowed by RCW 28A.400.380 and 
authorized by Mount Vernon School Board Policy 5406 for certificated and classified employees. Under State law, 
shared leave is for use by an employee who is: 
  
 suffering from, or has a relative or household 

member suffering from, an extraordinary or 
severe illness, injury, impairment or physical or 
mental condition; 

 a victim of domestic violence, sexual assault or 
stalking; 

 an employee who has been called to service in 
the uniformed services; 

 temporarily disabled because of pregnancy 
disability; 

 taking parental leave to bond with their 
newborn, adoptive or foster child (up to sixteen 
weeks after the birth or placement of child) 

 

 
Leave sharing allows an employee to donate annual leave (vacation leave) or sick leave to another employee in the 
case where the leave recipient would otherwise be required to take leave without pay or terminate employment.  
 
To be eligible to apply for shared leave, an employee: 
 

 must have a job is one in which annual and/or sick leave, as appropriate, can be used and accrued. (WAC 392‐
126‐075) 
 

 is not eligible for time‐loss compensation (Workers’ Compensation) under Ch. 51.32 RCW. (WAC 392‐126‐075) 

 has abided by District policy regarding the use of sick leave. (WAC 392‐126‐075) 

 has exhausted or will soon exhaust all forms of paid leave (WAC 392‐126‐075) with the exception of pregnancy 
disability or parental leave  
  

 has a condition that has caused or is likely to cause them to go on leave without pay or terminate District 
employment. (WAC 392‐126‐075) 

 

 has not used more than 522 days of shared leave during total school district employment.  (WAC 392‐126‐090) 
 
All forms of paid leave available for use by the recipient must be used prior to using shared leave with the exception 
of pregnancy disability or parental leave (can maintain up to 40 hours of annual leave and 40 hours of sick leave in 
reserve). In the event that the condition requiring the employee’s absence continues beyond the current school year, 
the employee shall not receive a total of more than five hundred twenty‐two (522) days of leave during their total 
district employment. 
 
A MVSD employee wishing to apply for shared leave may submit this form to the administrator of the Personnel 
Department and attach medical documentation verifying the severe or extraordinary nature and expected duration 
of the condition, legal order/report or official military orders. The administrator shall review the shared leave 
applicant’s form and based on the application shall notify the applicant, in writing, of approval or non‐approval of the 
application.  
 
If the shared leave is approved, the employee understands that this process does not guarantee they will receive any 
donations or sufficient donations to cover their leave.  At the end of the leave, or when all donated leave is 
exhausted, the District will mail to the recipient a summary of the total hours/days of shared leave used during their 
leave. The employee also understands that the district will not disclose the name of the donors. Any unused shared 
leave shall be returned to the donor. 
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MVSD APPLICATION REQUEST FOR USE OF SHARED LEAVE 

 
 
EMPLOYEE NAME:______________________________________________  DATE:_________________________ 
   
POSITION: ______________________________________________ SITE:________________________________ 
 
STREET ADDRESS___________________________________________CITY/ZIP ___________________________ 
 
EXPECTED DURATION OF LEAVE (list dates)_________________________________________________________  
 
I certify that the shared leave I am requesting is for (please mark appropriate box): 
 
[   ] Myself, because of extraordinary and severe health issue, specifically __________________________________  
 
[   ] I am a victim of domestic violence, sexual assault or stalking 
          
[   ] Pregnancy Disability           [   ] Parental Leave  ‐  Date of birth or placement of child_______________________ 
 
[   ] The care of __________________________________ , a relative suffering specifically from the health condition  
 
of______________________________________________________________________________________________ 
   
[   ] I have been called to serve in the uniformed services. My report date is _________________________________                  

 
“Relative” in this case means recipient’s spouse, child, stepchild, grandchild, grandparent, parent, sibling or other 
close relative by blood or marriage. (WAC 392‐126‐055)  
 
“Household member” means those persons who reside in the same home as a family unit, including foster 
children and legal wards even if they do not live in the household.  The term does not include persons sharing the 
same general house when the living style is primarily that of a dormitory or commune. (WAC 929‐126‐060) 
 
“Extraordinary and severe” means SERIOUS or EXTREME and/or LIFE THREATENING.  (WAC 392‐126‐065) 

 
I understand that I or my legal representative must submit, prior to approval or disapproval, documentation from a 
licensed physician or other authorized health care practitioner verifying the severe or extraordinary nature and 
expected duration of the condition.  (WAC 392‐126‐095) 
 
Please find the required physician’s statement, legal order/report or official military orders attached: 
 
                  
Please print name    Applicant’s and/or Legal Representative’s Signature 
 

 
Your request for use of shared leave is hereby: 
                                                  [    ] APPROVED         [    ] DISAPPROVED 
 
                     
Executive Director/Personnel & Human Resources        Date 
 

09/18 
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From:  finnie@skschools.org

Sent time:  09/28/2018 06:01:55 AM

To:  waspa@memberclicks-mail.net

Subject:  Automatic reply: WSPA Updates and Events
 

Sorry I missed you, I am out of the office and will return Monday, October 1.



From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  09/28/2018 06:02:11 AM

To:  jensenv@skschools.org

Subject:  WSPA Updates and Events
 

Hello WSPA Members,

Welcome to the new school year and thank you for your membership. We look forward to seeing you at our many events and to
having you join forces with us as we advocate for legislative action that supports education and WSPA endorsed initiatives. 

Registration is now open for the following events:

School Law Conference

October 15-16, 2018
DoubleTree Suites by Hilton at Southcenter in Tukwila, WA
Please click here for conference information and registration. 

S-275 Personnel Reporting Workshops

October 5, 2018 - Spokane
October 9 or 10, 2018 - Tukwila 
Please click here for conference information and registration

HELP Fall Writing Workshop

October 22, 2018
Puget Sound Educational Service District
Please click here for conference information and registration

For more information about WSPA or any of our upcoming events please visit our website at www.wspa.net

Thank you, 

Washington School Personnel Association

This email was sent to jensenv@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JAXrDm8dCujQm6JIWl6ZKhfkn-2FJxHBWkYd-2BGJSWVJrzOA-3D-3D_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKA6ARtWTEefGBNX28nZdj0LWApxJHNuUegRap-2FOWKUQpK9ut4Yw6Lon3ThLXn0GUi4U0tTattxwQFcriFuEtTTRuwiW9kmzARXuHdpcmkBsKHcdDYFR888jTE-2BCnLeSwzJfyqQQe5KuRz3PpeSjRdjZC52VxjCat0OccNY3HG6PJJX8arlpAQoizBtux2ZInbctfwE9jvfiDSc2lUK55DAqjtJFl1PMK4S0Tmx2xY7RhQaE7Ai-2B4vae5RzueOXG-2Frng-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDprlFjWOngeWak3Ri4K0BhQFTllccb2Kc2oF-2FcEnpz6w-3D-3D_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKA6ARtWTEefGBNX28nZdj0LWApxJHNuUegRap-2FOWKUQpK9ut4Yw6Lon3ThLXn0GUi4U0tTattxwQFcriFuEtTTRuwiW9kmzARXuHdpcmkBsKHjID5ckOb-2B9VbqX67TVL4tVyUGoBKnOXoXPCK6gQXZTR-2BDa5KCvqOwOcrABzL6gmCnROtxmJuLT4c9HAM-2BKGLR2gCTokrFDMziLXxm8XXJcyw6SOvgmvrd2UJQu8JByFcYZtWUs5i2wBIlmjwzsD-2BQg-3D-3D
mailto:jensenv@skschools.org
mailto:admin@wspa.net
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxo5xmzSAtO01KrtDE-2F0CkoRAdHSvVR1BOX9IeEa-2F5sVecmB-2FBB2bo-2Bp8iMZMblSlQ0A5ICwBOHBIyeqmRvVLKYA-3D-3D_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKA6ARtWTEefGBNX28nZdj0LWApxJHNuUegRap-2FOWKUQpK9ut4Yw6Lon3ThLXn0GUi4U0tTattxwQFcriFuEtTTRuwiW9kmzARXuHdpcmkBsKHkFzgmFa7NXR-2BU-2BD-2B5Pu1nfAmizZoCsT-2BVQCMRZRsNE3QEJkqPmwunXoz4lvJRqEDfeDomt-2B51Tofk3tZ9lgXYVJ9ZItxMVFkJoIsQbZZk2TzNKwDtqhHAVtLuPmhKendbYDQAzRFySp6RsRkh6Rgfg-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKA6ARtWTEefGBNX28nZdj0LWApxJHNuUegRap-2FOWKUQpK9ut4Yw6Lon3ThLXn0GUi4U0tTattxwQFcriFuEtTTRuwiW9kmzARXuHdpcmkBsKHcrN2mKhbEPb24JCW19elffT9NsR78k2NtWBKYb8QhuWBIKuVK8-2FNPeKNQ-2BxcqFhNf0lSqixB9YZGopV6Xn2NS7nkz3b7HBLQHmhhbdX0Aqgi0oDjCMs3tEM9r0fpsuVJvLNBEyFp-2Bm5JlyoNWB6u5A-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKA6ARtWTEefGBNX28nZdj0LWApxJHNuUegRap-2FOWKUQpK9ut4Yw6Lon3ThLXn0GUi4U0tTattxwQFcriFuEtTTRuwiW9kmzARXuHdpcmkBsKHP2bwzxiWUAaehwPNY5mFi7kj0vXcQJ2p-2FDvJSNUDWa01jSgkb5SuI4uq9mBgjRhMogVuC00uAmLMuGE4z9dO8zONntXx7fOPuG-2FvVldH7lXOBlCNMqIe4LCtdq6khCA6eOFa3XvSciI5ry9gGAF4PA-3D-3D


From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  09/28/2018 06:01:26 AM

To:  stewartj@skschools.org

Subject:  WSPA Updates and Events
 

Hello WSPA Members,

Welcome to the new school year and thank you for your membership. We look forward to seeing you at our many events and to
having you join forces with us as we advocate for legislative action that supports education and WSPA endorsed initiatives. 

Registration is now open for the following events:

School Law Conference

October 15-16, 2018
DoubleTree Suites by Hilton at Southcenter in Tukwila, WA
Please click here for conference information and registration. 

S-275 Personnel Reporting Workshops

October 5, 2018 - Spokane
October 9 or 10, 2018 - Tukwila 
Please click here for conference information and registration

HELP Fall Writing Workshop

October 22, 2018
Puget Sound Educational Service District
Please click here for conference information and registration

For more information about WSPA or any of our upcoming events please visit our website at www.wspa.net

Thank you, 

Washington School Personnel Association

This email was sent to stewartj@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JAXrDm8dCujQm6JIWl6ZKhfkn-2FJxHBWkYd-2BGJSWVJrzOA-3D-3D_kmqSwegD0GEk3FSxKpQbnBJcTZMtK7sfNoiNVgtVhQ7JpB-2FAbAuLG6EMQ04BoILNaejdJEZPBQZodozuvz1nfeM2vp4jZyyMijY99KweS4MF9Haspq3y9MXGu1YtVvJyj0QvFiYM82h6bhl1n-2BIRRKlOWN8mENdAHG6lWNUEf-2Fdtm5Gt2qRBwx6kZQL3L6zJrxiT0x0dSgHWxIuhJW4BiBO9c7c3JS0zuS9tfNnBQEGp8H7v0md7kwOERrCSRJp9sF5bvTg6oJFbh5FsjPiiMzFlnslpcqBvTwb1Yi9SORWmZVPPky-2FId-2FLP6eiwFhxnOi69rV6CZxRPkimFZzy3ng-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDprlFjWOngeWak3Ri4K0BhQFTllccb2Kc2oF-2FcEnpz6w-3D-3D_kmqSwegD0GEk3FSxKpQbnBJcTZMtK7sfNoiNVgtVhQ7JpB-2FAbAuLG6EMQ04BoILNaejdJEZPBQZodozuvz1nfeM2vp4jZyyMijY99KweS4MF9Haspq3y9MXGu1YtVvJyj0QvFiYM82h6bhl1n-2BIRRKlOWN8mENdAHG6lWNUEf-2Fdtm5Gt2qRBwx6kZQL3L6zJCP6ji4Nt8vVHsUC-2BKOT1HuaIprT7S-2FiQ75xrEwmJrR1KRML1-2BssVQvx5sm9XleYLCe-2FGHXnNxuyMDNRz3N74jpsygpVT2-2BiLj4MI1Tdwy0XBsV9ucRlRcDf2DEeB356Gq0uXQ7DeJ6yZfpCLQHGKMA-3D-3D
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  09/28/2018 06:01:30 AM

To:  holsten@skschools.org

Subject:  WSPA Updates and Events
 

Hello WSPA Members,

Welcome to the new school year and thank you for your membership. We look forward to seeing you at our many events and to
having you join forces with us as we advocate for legislative action that supports education and WSPA endorsed initiatives. 

Registration is now open for the following events:

School Law Conference

October 15-16, 2018
DoubleTree Suites by Hilton at Southcenter in Tukwila, WA
Please click here for conference information and registration. 

S-275 Personnel Reporting Workshops

October 5, 2018 - Spokane
October 9 or 10, 2018 - Tukwila 
Please click here for conference information and registration

HELP Fall Writing Workshop

October 22, 2018
Puget Sound Educational Service District
Please click here for conference information and registration

For more information about WSPA or any of our upcoming events please visit our website at www.wspa.net

Thank you, 

Washington School Personnel Association

This email was sent to holsten@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  09/28/2018 06:01:47 AM

To:  finnie@skschools.org

Subject:  WSPA Updates and Events
 

Hello WSPA Members,

Welcome to the new school year and thank you for your membership. We look forward to seeing you at our many events and to
having you join forces with us as we advocate for legislative action that supports education and WSPA endorsed initiatives. 

Registration is now open for the following events:

School Law Conference

October 15-16, 2018
DoubleTree Suites by Hilton at Southcenter in Tukwila, WA
Please click here for conference information and registration. 

S-275 Personnel Reporting Workshops

October 5, 2018 - Spokane
October 9 or 10, 2018 - Tukwila 
Please click here for conference information and registration

HELP Fall Writing Workshop

October 22, 2018
Puget Sound Educational Service District
Please click here for conference information and registration

For more information about WSPA or any of our upcoming events please visit our website at www.wspa.net

Thank you, 

Washington School Personnel Association

This email was sent to finnie@skschools.org by admin@wspa.net
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  09/28/2018 06:01:54 AM

To:  tallman@skschools.org

Subject:  WSPA Updates and Events
 

Hello WSPA Members,

Welcome to the new school year and thank you for your membership. We look forward to seeing you at our many events and to
having you join forces with us as we advocate for legislative action that supports education and WSPA endorsed initiatives. 

Registration is now open for the following events:

School Law Conference

October 15-16, 2018
DoubleTree Suites by Hilton at Southcenter in Tukwila, WA
Please click here for conference information and registration. 

S-275 Personnel Reporting Workshops

October 5, 2018 - Spokane
October 9 or 10, 2018 - Tukwila 
Please click here for conference information and registration

HELP Fall Writing Workshop

October 22, 2018
Puget Sound Educational Service District
Please click here for conference information and registration

For more information about WSPA or any of our upcoming events please visit our website at www.wspa.net

Thank you, 

Washington School Personnel Association

This email was sent to tallman@skschools.org by admin@wspa.net
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  09/28/2018 06:01:27 AM

To:  monaglej@skschools.org

Subject:  WSPA Updates and Events
 

Hello WSPA Members,

Welcome to the new school year and thank you for your membership. We look forward to seeing you at our many events and to
having you join forces with us as we advocate for legislative action that supports education and WSPA endorsed initiatives. 

Registration is now open for the following events:

School Law Conference

October 15-16, 2018
DoubleTree Suites by Hilton at Southcenter in Tukwila, WA
Please click here for conference information and registration. 

S-275 Personnel Reporting Workshops

October 5, 2018 - Spokane
October 9 or 10, 2018 - Tukwila 
Please click here for conference information and registration

HELP Fall Writing Workshop

October 22, 2018
Puget Sound Educational Service District
Please click here for conference information and registration

For more information about WSPA or any of our upcoming events please visit our website at www.wspa.net

Thank you, 

Washington School Personnel Association

This email was sent to monaglej@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States
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From:  monaglej@skschools.org

Sent time:  10/01/2018 09:51:34 AM

To:  tallman@skschools.org; stewartj@skschools.org; jensenv@skschools.org

Subject:  Region 5 Meeting

Attachments:  attachment.ics    
 

Good morning, Region 5!

It was great seeing folks on June 1st for our last meeting of the 2017-18 school year. 

The WSPA Board Retreat was full of great conversation, plans and innovative changes coming to our
association in the coming months. Chelle and I look forward to sharing the direction WSPA is heading when
we meet next.

Our first meeting of the 2018-19 school year is scheduled for Friday, October 12. SAVE THE DATE! 

On behalf of Chelle and myself, we hope you all are able to take some time to relax and enjoy your summer.

Take good care!

Denise 

 



attachment.txt[8/11/2020 10:25:11 AM]

BEGIN:VCALENDAR
METHOD:REQUEST
PRODID:Microsoft Exchange Server 2010
VERSION:2.0
BEGIN:VTIMEZONE
TZID:Pacific Standard Time
BEGIN:STANDARD
DTSTART:16010101T020000
TZOFFSETFROM:-0700
TZOFFSETTO:-0800
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=1SU;BYMONTH=11
END:STANDARD
BEGIN:DAYLIGHT
DTSTART:16010101T020000
TZOFFSETFROM:-0800
TZOFFSETTO:-0700
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=2SU;BYMONTH=3
END:DAYLIGHT
END:VTIMEZONE
BEGIN:VEVENT
ORGANIZER:MAILTO:monaglej@skschools.org
ATTENDEE;ROLE=REQ-PARTICIPANT;PARTSTAT=NEEDS-ACTION;RSVP=TRUE:MAILTO:tallma
 n@skschools.org
ATTENDEE;ROLE=REQ-PARTICIPANT;PARTSTAT=NEEDS-ACTION;RSVP=TRUE:MAILTO:stewar
 tj@skschools.org
ATTENDEE;ROLE=REQ-PARTICIPANT;PARTSTAT=NEEDS-ACTION;RSVP=TRUE:MAILTO:jensen
 v@skschools.org
DESCRIPTION;LANGUAGE=en-US:Good morning\, Region 5!\n\nIt was great seeing 
 folks on June 1st for our last meeting of the 2017-18 school year.\n\nThe 
 WSPA Board Retreat was full of great conversation\, plans and innovative c
 hanges coming to our association in the coming months. Chelle and I look f
 orward to sharing the direction WSPA is heading when we meet next.\n\nOur 
 first meeting of the 2018-19 school year is scheduled for Friday\, October
  12. SAVE THE DATE!\n\nOn behalf of Chelle and myself\, we hope you all ar
 e able to take some time to relax and enjoy your summer.\n\nTake good care
 !\n\nDenise\n\n
SUMMARY;LANGUAGE=en-US:Region 5 Meeting
DTSTART;TZID=Pacific Standard Time:20181012T000000
DTEND;TZID=Pacific Standard Time:20181013T000000
UID:040000008200E00074C5B7101A82E00800000000F0C9B419CB03D401000000000000000
 0100000003E0E433E3A8B9B45B1022A0E73771241
CLASS:PUBLIC
PRIORITY:5
DTSTAMP:20181001T165133Z
TRANSP:OPAQUE
STATUS:CONFIRMED
SEQUENCE:0
LOCATION;LANGUAGE=en-US:
X-MICROSOFT-CDO-APPT-SEQUENCE:0
X-MICROSOFT-CDO-OWNERAPPTID:1709287394
X-MICROSOFT-CDO-BUSYSTATUS:TENTATIVE
X-MICROSOFT-CDO-INTENDEDSTATUS:FREE
X-MICROSOFT-CDO-ALLDAYEVENT:TRUE



attachment.txt[8/11/2020 10:25:11 AM]

X-MICROSOFT-CDO-IMPORTANCE:1
X-MICROSOFT-CDO-INSTTYPE:0
X-MICROSOFT-DISALLOW-COUNTER:FALSE
BEGIN:VALARM
ACTION:DISPLAY
DESCRIPTION:REMINDER
TRIGGER;RELATED=START:-PT18H
END:VALARM
END:VEVENT
END:VCALENDAR



From:  conners@skschools.org

Sent time:  10/04/2018 06:07:50 PM

To:  finnie@skschools.org

Subject:  Fw: WSPA Invoice
 

Sent from my Verizon LG Smartphone

------ Original message------
From: Invoices
Date: Thu, Oct 4, 2018 6:00 PM
To: Conner, Sarah;
Cc:
Subject:WSPA Invoice

Open Invoice Reminder
Your WSPA invoice is due in 7 days.  If you have already sent to your accounting department for payment, thank you as this is an
auto-generated reminder sent directly from our website.

If you have not submitted this invoice to your accounting department, please do so.

Thank you for your assistance,

Washington School Personnel Association

To view your invoice, please click the following link. View Invoice

Privacy Policy

Please do not reply. Replies to this address are not monitored.

https://clicks.memberclicks-mail.net/wf/click?upn=8Cevf6VcjoH-2FQiPZS5m18alKD38JFs23dWHrM-2Bp3ohHYryQh2VvM3IBvfCrQePIBPdbMMVUux7ly7uB6JHBNq-2BllEUjOSRYCZwJK8zIRQXhyUPmAnsJIWExbzY0nRStr_kMLcDEvIzbKrRPSFgc3Mr4R5NGB-2F4yd5E8X-2BWFxbLwsJCaYxl5W6DkKGveGWfWsN2adCjQa0ENtX3kEvlj2YEkgKCDU1RTih4w9JFRT3M5uSHuc0GZ23fSCv9La4hwNWwP-2BUjwbKk1oK8yP7SDVXGcpadxEaecIs2cBCziJwqHkKfic7kwGOoXqlTReyQJ5MZWJAwS0RcuTMjvEZYDXtMnQfyrAKLi6pT-2F6ZqofY-2BIv4cAh3xsI9ybxsF-2FF7BYAK6c4vWX5bzmkRtuK8R23btrNf6nY88IWbzyyzNFezSCO7wNaRY0sc6vPNihkRFdR4aGKqBwqfKg4s1nJ65RiWtA-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_kMLcDEvIzbKrRPSFgc3Mr4R5NGB-2F4yd5E8X-2BWFxbLwsJCaYxl5W6DkKGveGWfWsN2adCjQa0ENtX3kEvlj2YEkgKCDU1RTih4w9JFRT3M5uSHuc0GZ23fSCv9La4hwNWwP-2BUjwbKk1oK8yP7SDVXGcpadxEaecIs2cBCziJwqHkKfic7kwGOoXqlTReyQJ5M8DowQnXNkrC02V8rQVAkbZ04r5l8jPIUQSijxzf58UaWNuHVF-2FbDzC-2BKMsVaeinAz1Hc0VhFIs-2BNpWPylzwvXD2N-2BMiZTFIkKqHtmjlzlWYQVDxKTswqdFso5JxHQwxHk8vMvrleG-2BjzWhVX99lTmQ-3D-3D


From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  10/05/2018 08:37:44 AM

To:  jensenv@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning WSPA members! Here are a couple of requests for your consideration. Thank you!!

 

Alex Nicoara from Bellevue School District would like some more information on how other districts process accommodation
requests (specifically ergonomic equipment requests) and if anyone has any specific forms they require from the physicians.

 

Please send your responses directly to: nicoarac@bsd405.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

This email was sent to jensenv@skschools.org by cleonard@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:jensenv@skschools.org
mailto:cleonard@wspa.net
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxA2-2BgMi-2F3gSdX3i00w7EgaTACfx-2FJiiY08rgxZ0gfa9ECdNoDsGP5Xx8kBtroyMsnyQN6bQVpCnCUXxhqL8Aiqw-3D-3D_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKA2URZXlPNWQ9NVqFVmhXzmsmu2nohaYmqZQaWQvEE-2FNDvkhnP7-2BsaCIPtp1NuIgEEqViDeLsnuKDYJJ5a-2FwfvjdZtPWlKG-2Fz4u-2FPvPwYJ3y-2FmTo65RVj9EdwKwAC1ZdlSg32acLl0scAtYi143Kjp96Aluh6bQdM-2FpKQ2WYqaH-2BGQlGumxswavXr0QuPgPGwnIPVSpbro71aHQfwYHEtp7BU-2Bzsm0mRCdFfuxlQ7bokXld7tFaQskB-2FWcM6glui9pA-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKA2URZXlPNWQ9NVqFVmhXzmsmu2nohaYmqZQaWQvEE-2FNDvkhnP7-2BsaCIPtp1NuIgEEqViDeLsnuKDYJJ5a-2FwfvjdZtPWlKG-2Fz4u-2FPvPwYJ3y-2Fo8sfd5dS9E6cAYcp1JxioAmd4gjCeFVs4l3EOfhZDd8iaAYGMsSuefSsob1bh5FHHfN8My-2Fj9Jc-2FBQ6VyEoz7EJ7jpd8e5HLHG5sNP7Gw-2BmwmAez68tcTCTp4yh6yxznVsFBSBZscyv0hOEytgZDQw-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKA2URZXlPNWQ9NVqFVmhXzmsmu2nohaYmqZQaWQvEE-2FNDvkhnP7-2BsaCIPtp1NuIgEEqViDeLsnuKDYJJ5a-2FwfvjdZtPWlKG-2Fz4u-2FPvPwYJ3y-2FLXnbQ5u-2BncNLbC2i4mcozFwPXdcS-2BMysTExKEssP-2FAqb-2FCGliGehSoBLjPHbLwQ9jhKjmoNTuK1oUQ4qjFC1zOvxT8uamfWIgPy5HENWnczuJe8D2kzfhsUHvRXvB-2Bormp2aoi4Dk6whDy-2Fskqmu1Q-3D-3D


From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  10/05/2018 08:35:19 AM

To:  monaglej@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning WSPA members! Here are a couple of requests for your consideration. Thank you!!

 

Alex Nicoara from Bellevue School District would like some more information on how other districts process accommodation
requests (specifically ergonomic equipment requests) and if anyone has any specific forms they require from the physicians.

 

Please send your responses directly to: nicoarac@bsd405.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

This email was sent to monaglej@skschools.org by cleonard@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  10/05/2018 08:35:32 AM

To:  holsten@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning WSPA members! Here are a couple of requests for your consideration. Thank you!!

 

Alex Nicoara from Bellevue School District would like some more information on how other districts process accommodation
requests (specifically ergonomic equipment requests) and if anyone has any specific forms they require from the physicians.

 

Please send your responses directly to: nicoarac@bsd405.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

This email was sent to holsten@skschools.org by cleonard@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  10/05/2018 08:35:18 AM

To:  stewartj@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning WSPA members! Here are a couple of requests for your consideration. Thank you!!

 

Alex Nicoara from Bellevue School District would like some more information on how other districts process accommodation
requests (specifically ergonomic equipment requests) and if anyone has any specific forms they require from the physicians.

 

Please send your responses directly to: nicoarac@bsd405.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

This email was sent to stewartj@skschools.org by cleonard@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  10/05/2018 08:36:50 AM

To:  tallman@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning WSPA members! Here are a couple of requests for your consideration. Thank you!!

 

Alex Nicoara from Bellevue School District would like some more information on how other districts process accommodation
requests (specifically ergonomic equipment requests) and if anyone has any specific forms they require from the physicians.

 

Please send your responses directly to: nicoarac@bsd405.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

This email was sent to tallman@skschools.org by cleonard@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  10/05/2018 08:36:23 AM

To:  finnie@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning WSPA members! Here are a couple of requests for your consideration. Thank you!!

 

Alex Nicoara from Bellevue School District would like some more information on how other districts process accommodation
requests (specifically ergonomic equipment requests) and if anyone has any specific forms they require from the physicians.

 

Please send your responses directly to: nicoarac@bsd405.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

This email was sent to finnie@skschools.org by cleonard@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:finnie@skschools.org
mailto:cleonard@wspa.net
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxnNFifdLKFGX-2FRp8uF7jrNtZL5yL1WqTBY9-2FiCuNsEPleCEq3M5-2Fkih-2FmTPbx66tPR2-2FOaAJRwHQE12-2F-2Fln6BMA-3D-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0inKPJrsaJnaLqQMuYQ89OD1szT-2FD9WpqqS1UmJy0plyoFvLSYleF4IfH1KZwfOMXKjuLEI-2Fc7D9jg9FGi4eR2XMTS2EBcsJSpiiYKv1JGhxFX3t41WiupvAzUB0IsGARhJ45ghCOLOMbfNvnQ5VgZEzYgbUuKVeeDGJ36zGUmZ-2F9gYDD91bU-2BCdmm3cmgNdG3f8lhQKgNDz9ZeTGxSUSmsAiICB6QL1X2K-2FwVqJOTZuik2PhBpMgxxWgEC8-2Bp7SOw-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0inKPJrsaJnaLqQMuYQ89OD1szT-2FD9WpqqS1UmJy0plyoFvLSYleF4IfH1KZwfOMXKjuLEI-2Fc7D9jg9FGi4eR2XlFj68to-2FWEw4Z-2BAmmOci0NogmOmeraQrNV6K8gFWC7QOxXucYOj-2FRSjAPGd59u5cxeE1CKPRZmteNPSlUJfSqAlC-2BwJ-2Bi6-2BLKB6VUl3pZa0n-2FSean4hOQIbG-2Fc0E-2BBGTfKWEXgFBXUd7h-2B0ouJAnJUYw5Li7UR7j7qqUBdavbIA-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0inKPJrsaJnaLqQMuYQ89OD1szT-2FD9WpqqS1UmJy0plyoFvLSYleF4IfH1KZwfOMXKjuLEI-2Fc7D9jg9FGi4eR2X8kHbdvdeLe6DHytiMvS8QOOrgWKi5ROUTngZXQwfj6OhgK8L0uM1CugVSp0PslmOQGrTNa54jmugy9gqH8Dur-2B8VFrmj6Heitl4fjf4zEBV0xPyBZqYGenn-2FJ3o1pf7ePtZDlOAxwEgVj1r-2B8xxdEo-2FJTIpAa7RJu7U7nPUO5Gg-3D-3D


From:  tallman@skschools.org

Sent time:  10/08/2018 11:56:40 AM

To:  admin@wspa.net

Subject:  Automatic reply: S-275 Personnel Reporting Workshop: Tukwila 10/9/2018
 

I will be out of the office for the rest of today, Monday October 8th 2018 and all day tomorrow October 9th 2018. I will be returning at
7:30 am on Wednesday October 10th 2018. I will respond to all messages upon my return. 



From:  admin@wspa.net

Sent time:  10/08/2018 11:55:07 AM

To:  admin@wspa.net

Cc:  Bradburn Laura D . <BradburnLD@mukilteo.wednet.edu>; MEREDITH COLVIN <mhcolvin@bethelsd.org>

Subject:  S-275 Personnel Reporting Workshop: Tukwila 10/9/2018

Attachments:  S275 Manual_UPDATED 2018.pdf    
 

Hello,
 
Thank you for your registration to the WSPA S‐275 Personnel Reporting Workshop. We look forward to having you join us.
 
S‐275 Personnel Reporting Workshop  ‐ TUKWILA
 

·         October 9, 2018
·         8:00am: Registration and breakfast (continental breakfast provided)
·         8:30 am – 4:00 pm Workshop (lunch provided)
·         Location:  DoubleTree Suites by Hilton at Southcenter

16500 Southcenter Parkway, Tukwila, WA 98188
 

The electronic manual is attached for your reference. For those attendees who elected to receive a hardcopy manual, they will
be provided to you at the event. We recommend bringing a laptop or other device for those of you accessing materials
electronically.
 
Please let me know if you have any questions or if I may be of any additional assistance.
 
Thank you,
 
Jennifer
 

Jennifer Tottenham
Program Coordinator
Washington School Personnel Association
PO Box 1600  Anacortes, Washington 98221
Phone: 360‐825‐1415/Fax: 253‐736‐0333
http://www.wspa.net/

 
 
 

http://www.wspa.net/
https://www.facebook.com/Washington-School-Personnel-Association-437802873042746/timeline/?ref=aymt_homepage_panel
https://www.linkedin.com/company/washington-school-personnel-association?trk=biz-companies-cym
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SECTION 1 
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SCHOOL FINANCE AND T HE S275 REPORT 
 

DISCLAIMER: THIS IS NOT INTENDED TO BE A FULL COURSE ON SCHOOL FINANCE. WE ENCOURAGE YOU 

TO ATTEND A SCHOOL FINANCE WORKSHOP TO INCREASE YOUR LEVEL OF UNDERSTANDING. WE ARE NOT 

SPONSORED BY OSPI OR THE STATE AUDITORS OFFICE. 
 
WASHINGTON STATE CONSTITUTION: 

 

Article IX, Section 1. 
"It is the paramount duty of the state to make ample provision for the education of children 
residing within its borders..." 
Article IX, Section 2. 

"The Legislature shall provide a general and uniform system of public schools..." 

Article Ill, Section 22. 
"The superintendent of public instruction shall have supervision over all matters pertaining 
to the public schools." 

 

The Courts: 
 

Doran Decisions (Thurston County) 

 In response to a lawsuit initiated in 1976 by Seattle School District, State 
Superior Court Judge Doran directed the state Legislature to define and fully 
fund a program of basic education for all students in Washington. 

McCleary vs. Washington 
 In response to a lawsuit initiated in 2007 by Network for Excellence in 

Washington Schools filed for the McCleary family, Superior Court Judge John 
Erlick ruled in favor of the plaintiffs that the state wasn’t meeting its 
paramount duty to adequately fund basic education. In 2012 the Supreme 
Court ruled that Washington was not adequately funding basic education. 

 In the 2017 legislative session, the Legislatures enacted EHB 2242 to increase 
and revised state allocations to more fully fund basic education. 

 
Legislature 

    Establishes regulations for funding or what we call "apportionment." 
 
School Funding 

    State apportionment is a major source but many other sources exist. 
 

Role of OSPI: 

    To collect data from school districts 

    To provide instruction and guidance to districts in reporting 

    Analyze and monitor data 

    Report the data 

    Report specifically to the State Legislature 
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Funding Sources: 

    State General Apportionment: Basic Education, Vocational Education/CTE 
    State Specific Funds: LAP, Transportation, Special Education, Grants 
    Federal Funds: Title I, Title II, Bilingual, Migrant, Grants, Impact Aid, Vocational 
    Local Levy Funds 
    Local Bonds 
    Other grants or special funds 

 
The basic education apportionment formula have recently changed since the 
McCleary decision: 

 
The state has made a drastic change to the way that funding is allocated for certificated staff 
(CIS) salaries.  In the past, the allocation the state would pass through to the districts was 
based on a mix factor made up of degrees, credits and experience.  With the Engrossed 
House Bill 2242 (EHB 2242), this legislation increased and revised state allocations for:  

 K-12 basic education salaries,  
 professional development days, and  
 the prototypical school funding model. 

It also 
 created a new state property tax for common schools at a total rate of $2.70 per 

$1,000 of assessed value when combined with the existing state property tax,  
 revised local effort assistance up to $1,500 per student,  
 capped school district levies at the lesser of $2,500 per student or $1.50 per $1,000 of 

assessed property value, and  
 limited use of these levies for enrichment outside of the state's basic 

education program. 
 

What this means for the S275 reporting in future years is that we may not be reporting on any 
of the staff mix data.  OSPI has not determined at this time how they will change how districts 
will be reporting however, so for the 2018-19 school year, the S275 will still capture the mix 
factor data. 
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    Allocations for substitute teachers. 
 

    Enhanced funding for small schools. 
 

    Enhanced funding for vocational programs. 
 

    Separate rates for Running Start students. 

State Basic Education Funding 
 

 
 
 
 
 
 
 
 
 

Student FTE through Enrollment Reporting 
 
 
 
 
 

 

Generates Staffing Units and MSOC 
 
 
 

 

Basic Education Funding 
 
 
 
 
 

Staffing Units: 
 

   Administrator 

   Certificated 

   Classified 

Account Objects: 

2000,3000,4000 

Materials, Supplies, Operation 

Costs (MSOC): 
 

   Curriculum 
   Supplies 

Account objects: 

5000-9000

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Staffing Units are converted to salary and benefit dollars based on formulas.
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CERTIFICA TED STA FFIN G UNITS 

 
Staffing units are the number of certificated staff per 1000 students. Basic Education ratios 
are driven by enrollment reporting and grade group reporting on the S-275. The chart 
below from the Financial Resources and Governmental Relations section of OSPI indicates 
class size in Basic Ed with the new Prototypical staffing model.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

Prototypical Model Increases: current 2018-19 2019-20 2020-21 

         

Class Size - General 
Education         

Mandatory 
beginning 
2019-2020   

  Kindergarten   17.000 17.00 17.00 17.00 

  First   17.000 17.00 17.00 17.00 

  Second   17.000 17.00 17.00 17.00 

  Third   17.000 17.00 17.00 17.00 

              

Class Size - High Poverty             

  Kindergarten   17.00 17.00 17.00 17.00 

  First   17.00 17.00 17.00 17.00 

  Second   17.00 17.00 17.00 17.00 

  Third   17.00 17.00 17.00 17.00 

              

All calculations within this tool assume maximum K-3 class size funding.  K-3 class size 
compliance is not required in the 2017-18 or the 2018-19 school year.  While it is required 
in the remaining years of this tool, its impacts are not projected. 
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CLASSIFIED AND CERTIFICATED ADMINISTRATIVE STA FFING U NITS 

 
Classified and Certificated Administrative Units are determined differently. In previous 
reporting years these units were determined by the below calculation: 

 

 17.021 Classified Unit/1000 Students 
    Unit-1.0 FTE, 2080 Hours 

 
 4/1000 Administrator Unit/1000 Students 

 
With the new Prototypical Model does this work the same? Below is a table showing what 
“Other Staffing” in schools may look like. 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

SAMPLE SALARY GRID 
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LEAP   OR  NOW  KNOWN   AS  SALARY  GRID 

 

What is LEAP? 
 

   Legislative Evaluation and Apportionment Program 
   Method for creating “equal” salary distributions across the state 
   Numeric system 

 Not a salary schedule. It is a state funding distribution model.  Many districts have 
locally bargained to use the LEAP schedule in the past as their salary schedule, but 
several districts have made modifications to the schedule this year due to bargaining. 
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LEAP SCHEDULE CONVERTED TO DOLLARS 
 

The State establishes the LEAP “Derived Base” for each year, which is the amount in the 
BA 0 cell. Then the Derived Base, for 2018-19 is $40,760, is multiplied times the factor for 
that cell to produce the salary amount for each cell.  As an example the factor for BA 45, 
Step 5 is 1.16008. Multiplying that factor times $40,760 equals $47,285. LEAP documents 
are available at http://leap.leg.wa.gov/leap/budget/leapdocs/k12docs.asp.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

1. This table represents an example salary grid. It does not indicate a commitment of 
state funds. Districts are not obligated to follow this or any other salary schedule.  

2. The first cell on the grid reflects the $40,760 minimum prescribed by HB 2242 inflated by the 
implicit price deflator that applies to 2018–19 of 1.9%. The sample grid carries forward the 
inflation adjustment for each cell, but the law only requires that years 0 and 5 reflect the 
inflation adjustment and applies the inflation adjustment to the maximum salary cap.  

3. Staff mix factors used to compute this schedule are based on LEAP schedule posted 
6/22/2017 that was applicable for the 2017‐18 school year, which can be found here: 
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http://leap.leg.wa.gov/leap/budget/leapdocs/2017L1.pdf. The schedule labeled "LEAP 
Document 1" is attached to this document.  

4. Steps do not reflect regionalization factors. In 2018–19, the minimum requirements for 
experience years 0 and 5 should be inflated by the regionalization factor for districts to 
which regionalization factors apply. Districts should use the regionalization factors posted on 
the LEAP schedule posted 3/6/2018 found here: 
http://leap.leg.wa.gov/leap/budget/leapdocs/coLEAPDocH3_0307.pdf.  

5. The new experience mix factor is not effective until the 2019–20 school year. The 

regionalization factor for districts that are eligible for this adjustment was increased by 4% 

beginning in 2019–20 (displayed in italicized text in the LEAP document referenced in note 4 

above). OSPI believes it was not the intent of the legislature to have the experience factor 

component of the regionalization factor impact the minimum requirements for years 0 and 5 

or the maximum. We will work with the legislature to clarify this language during the 2019 

legislative session. 

 

 

As used in this subsection, the column headings "BA+ (N)" refer to the number of credits 

earned since receiving the baccalaureate degree. For credits earned after the baccalaureate 

degree but before the master’s degree, any credits in excess of forty-five credits may be 

counted after the master’s degree. 
 
 

"Credits" means college quarter hour credits and equivalent in-service credits computed in 
accordance with 

RCW 28A.415 .020 and RCW 28A.415 .023. 
 
"Years of service" shall be calculated under the rules adopted by the Superintendent of Public 
Instruction. 

 
 

BA 135 column-Grandfathered:  Only employees who had met the BA 135 requirements as of 
January 1, 1992 are funded in this column.
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CONVERTING STAFFING UNITS TO DO LLARS 

 
Staffing units are translated to dollars. The certificated formula uses the minimum 
statewide average salary and multiplies it by the Regionalization Factor (if your district 
has one), and then this is multiplied by the enrollment driven certificated staffing 
units. Example: 

 

With Regionalization: 
  
 

1. Minimum Statewide Average Salary  $65,216 

2. Regionalization Factor (0 to 24%)        24% 

3. Multiply 1 & 2 for CIS Average Salary  $80,868 

4. Certificated Staffing Units    265.512 

5. Multiply 3 & 4 for CIS Allocation     $21,471,424 

 

Without Regionalization: 

1. Minimum Statewide Average Salary  $65,216 

2. Regionalization Factor (0 to 24%)          0% 

3. Multiply 1 & 2 for CIS Average Salary  $65,216 

4. Certificated Staffing Units    265.512 

5. Multiply 3 & 4 for CIS Allocation     $17,315,631 

 

This information is true for the 2018 – 2019 school year, but will change in future years as 
the Regionalization Factor changes and the Experience Factor begins for some districts. 

 

 
 
 

 

 

WRITTE N GUIDANCE 
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There are three forms of written guidance we must reference and follow as we report 
information to the state for the S-275 Personnel Reporting process. 

• Revised Code of Washington (RCW) – statutory laws enacted by the state 

legislature. 

    Title 28A RCW, Common School (K-12 public school) Provisions 

• Washington Administrative Code (WAC) - policies, rules, and 

regulations adopted by state agencies in carrying out state law. 

    Title 181 WAC, Rules and Regulations of the Professional Educator 

Standards Board 

•   Certification for school personnel, career and technical education 

(CTE) certification, continuing education requirement 

    Title 392 WAC, Rules and Regulations of the Superintendent of Public 

Instruction 

 WAC 392-121-200 through -299, General apportionment of state 

monies for certificated instructional staff 
 

• S-275 Personnel Reporting Instructions 

    Section II. B., State LEAP Placement Information 

 http://www.k12.wa.us/SAFS/data/reportformatter.asp# From this link click on 

Instructions, Personnel Reporting and then select the year. The instructions for 
each new year are typically available in late September. 

 

 
 
 

FISCAL ACCOUNTA BILIT Y 

 
    Must maintain K-12 ratio of 46/1000 (CIS-per-student). 

 

 For 2018-19: Must not pay district CIS base salary that is less than $40,760 

times regionalization or more than $91,710 times regionalization and increased by 

up to 10% for hard-to-staff (ESAs, teachers in math, science, STEM, etc.). 

    Must use state accounting and program structure. 

 

    Must file an accurate and timely S 275 report.
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S 275 REPORTING ACCO UNT CODES 
 
 
 

Account Code Structure 
 

In our districts we utilize a state established account code structure as shown below: 
         Program          Object    District 

                              XXXX – XX – XXXX – XXX – XXXX 
           Activity  Location 
 

1.  The first 2 digits represent the “program code” from the chart shown below. These 

are the only program codes that can be reported to the state. 

2.  The second 2 digits are local sub-program codes where the district can define those 

numbers. 

3.  The 5th and 6th digits are the “activity code” representing the type of work activity for 

the reported position. These come from the state list of activity codes as also shown 

in the chart below. 

4.  Digits 7-8-9-10 are the “object code”.   The first digit of the object code is set by the 

state, where 2 = certificated, 3 = classified (and 4-9 are the MSOC codes for 

benefits, supplies, materials, travel, etc.) 

5.  Digits 11-12-13 are the specific location code as established by the district. 

6.  The remaining digits are established by the district for sub responsibility codes. 
 

Examples: 
 

     Special Education Teacher – State Funded:    2100-27-2000-301-0003 

     Custodian – State Funded: 9700-63-3000-201-0041 

     Title I Teacher:   5100-27-2000-301-0003 

     Title I Teacher:   5104-27-2001-221-0033 

     Coach: 0100-28-3280-301-0080 
 

While we maintain the account code information, the S-275 process only utilizes part of the 

account code, along with other codes to create what is known as the ASSIGNMENT CODE. 

This code is frequently seen in S-275 reports.
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Assignment Code Structure 
 

ASSIGNMENT CODES 
 

XX – XX – XXX 
 

XX      =      Program Code 

XX   =       Activity Code 

XXX   =       Duty Code 

Examples: 

01-27-310 
 

Basic Education 

Instructional 

Elementary Teacher 

21-27-330 
 

Special Education 
 

Instructional 
 

Ungraded classroom teacher 
 

97-14-940 
 

Classified Personnel Specialist 

 
97-72-980 

 
Network Administrator 

 
97-28-963 

 
Coach 

 
01-27-320 for teacher and 01-21-400 for Department Chair 

 
80% Teacher, 20% Department Chair 
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State Program and Activity Codes (from the 275 Instructions Book) 
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Duty Codes (from the 275 Instructions Book) 
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20
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DUTY CODE SUFFIX (LA ST DIGIT) 
 

The actual duty code is three digits, with the first two being from the duty codes 
described above. The last digit is known as a suffix, either X Y or Z. 

 

X may be either suffix 0, 1, or 2. 
 

Y may be either suffix 0 or 3. 
 

Z relates only to duty code 61 and may be either suffix 0 or 1. 
 

Report, with suffix: 
 

0 – Certificated base contracts and all classified employment time-driven assignments except as noted 

below 
 

1 – Certificated supplemental contracts for additional responsibility and incentive but not 
additional time (not time-driven and in excess of $200). 

2 – Certificated supplemental contracts for extended, extra, or optional days and hours 

which are available to the employee (time-driven). 
 

3 – Classified assignments which are not time-driven. Do not update after Oct. 1 for non-certificated 

staff). 
 

Notes regarding new staffing categories in the prototypical school funding model 
(Substitute House Bill #2776 from the 2010 Legislative session): 

 

  Classified staff assigned to duty root 91 aide in activity 22 learning resources are 
categorized as non-instructional aides rather than teaching assistants. 

 Classified staff that report student enrollment and classroom attendance should be 
reported in activity 23 principal’s office (duty 94 office/clerical) rather than activity 25 
pupil management and safety (duty 91 aides). 

 

 
Pages 87 – 95 of the S-275 Personnel Reporting Handbook has additional guidance 
on duty codes. 

S
27

5 
M

an
ua

l_
U

P
D

A
T

E
D

 2
01

8.
pd

f



21 
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  OTHER FINANCIAL RESOURCES 
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OTHER FINANCIAL RESOURCES  

 

 Your Business Services/Budget Administrator 

 WASBO Courses:        www.wasbo.org 

 WSPA Workshops:      www.wspa.net 

 Human Resources Leadership Program (HELP) 

 OSPI:     www.k12.wa.us 

o S-275 Reporting Instructions: 

 http://www/l12.wa.us/SAFS/default.asp# 

 Then select “Instructions” , “Personnel 

Reporting”, then appropriate school year 

o School Apportionment: 

 http://www.k12.wa.us 

 Then select Finance and Grants, Apportionment, Financial 

Services 

 State Auditor’s Office: www.sao.wa.gov 

 ESD Fiscal Offices: http://www.k12.wa.us/maps/ESDmap.aspx
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QUESTIONS 

ABOUT 

FINANCE
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SECTION 2 
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THE S-275 REPORTING PROCESS OVERVIEW 

 
Background of the S-275 

 

The S-275 reporting process is an electronic personnel reporting process that 

provides a current year record of certificated and classified employees of the school 

districts and educational service districts (ESDs) of the state of Washington. 
 

Developed during the 1970's, this report initially provided an annual staffing 

snapshot picture, or "census," of Washington State school districts. The snapshot 

concept has been retained for the most part, but actual salary and benefit 

information is now updated through the end of the school year, fitting a more 

dynamic reporting concept.  This dual nature has evolved to meet expanding needs 

and uses for certificated and classified staff data. 
 

All school district and ESD personnel employed as of October 1 of each school year 

are reported to the Office of Superintendent of Public Instruction (OSPI) on the S- 

275 report. 
 

 
 

HOW S-275 DATA IS USED 

 
The data collected by the S-275 reporting process are either mandated by state 

law, necessary for calculating state funding, or are needed for responding to 

requests by the federal government, the state Legislature, or other organizations. 

S-275 personnel data is used by OSPI to calculate staffing factors used for 

apportionment of state funding. 
 

- Prototypical Funding Comparison: The S275 information collected 

during the school year will be used to provide a school-level, web-based 
comparison between the prototypical funding model and the actual school 
level staffing provided by the district. 

- Data for the Legislature, national organizations, and the public: 

 S-275 data is provided to the Legislative Evaluation and Accountability 
Program (LEAP) Committee, a research arm of the Legislature. Each year the 
LEAP Committee provides information and analysis to the Legislature on 
request. The state Legislature uses this information in setting policy, 
including state funding for school employee costs. 

 Selected statewide data are provided to the National Center for Education 
Statistics (NCES), the National Education Association (NEA), and other 
national organizations for state comparison and analysis nationwide. 

    S-275 data are provided on request to other organizations and individuals. 
S-275 information is public information except for: 
- Social security numbers, which are exempt from disclosure per RCW 

42.56.250(3). 
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- A very limited number of records where personal information of 
crime victims is protected per Chapter 40.24 RCW. 

 

Monthly apportionment reports for each school district can be found 
through “Reports”, then “District Reports” link on the SAFS website at: 
http://www.k12.wa.us/safs/. 

 

September through December state apportionment payments to school districts 
are based on district’s budgeted data (enrollment and staffing units (used to 
be staff mix factor). Beginning in January, monthly apportionment payments 
are based on actual data (year-to-date average enrollment and staffing units 
(used to be staff mix factor). 

 

S-275 staff reporting, along with student enrollment reporting, determines the 

allocation of state funds (money going from the state to the school district). 

School employee compensation (money going from the employing 

school district to the teacher, etc.) is determined by local policy. 
 

Because of the use and impact of the S-275 data, care must be taken to 

be as accurate and complete as possible in following these instructions. 
 
ANNUAL  CHAN G ES 

 
One of the most important activities in beginning the S-275 reporting process is to review 

the list of annual changes which has always been shown in the beginning pages of the S-

275 Personnel Reporting Instructions.  There are basically no changes to the 2018 – 

2019 school year.  Even though the laws have changed that no longer require the need 

for mix factor data, for the 2018 – 2019 school year, OSPI is still requiring that we report 

on the mix facto data.  
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SECTION 3 
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WHO TO REPORT: 
 

Persons who, as of October 1, are known to be employed (contracted or hired) 

to provide services any time during the current school year. 
 

Include the following individuals: 
 Certificated employees under contract for certificated employment. 
 Supplemental contracts. 
 Each district classified employee. 
 Substitute in a position previously filled by a teacher who terminated, is 

on unpaid leave, or is reported for the same position with duty code 610 
(certificated on leave). 

 “Unfilled positions” – S-275 personnel reporting is the reporting of 
personnel/persons, not positions. Report persons that are contracted or hired 
as of October 1 of the school year. 

 With duty code 310, 320, or 330, teachers with contracts on October 1 who 
both: worked, or are anticipated to work, in the same assignment for more 
than 20 school days. 

 With duty code 520, substitute teacher, teachers who have base contracts for 
substitute duties. (Review S-275 Reporting Instructions page 11, 1D) 

 

 

DO update contracts for Employees Certificated or Classified: 

 DO update supplemental contracts for reported employees 

 DO update negotiated pay or benefits changes for reported employees. 

 DO report persons who are known to be employed to coach as of October 1. 
 

 

Contracted Certificated Instructional Employees: WAC 392-121-206 Definition 

The following conditions make reporting necessary: 

 A certificated teacher or educational staff associate spends more than 0.25 

FTE with students for a given school district. 

 The district claims basic education funding for students served by the 
contractor’s staff pursuant to WAC 392-121-188. 

 The contractual agreement existed as of October 1 for services to be 
provided during the school year. 

 The contractor is not a college or university. 
 

If all four conditions are met, the school district must report the contractor’s 
certificated instructional staff that provide basic and special education services to 
students claimed by the district for state funding. 

 
Reporting of the contractor’s staff is optional if the teacher or educational staff 
associate spends 0.25 FTE or less with students for a given school district. 
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Determine a contractor employee’s time in a school district by using the following 
guidelines: 

 
(1) In the case of a teacher hired as part of a cohort, report the person’s FTE. An 
example of this situation is Insight School of Washington at Quillayute Valley 
School District. 

 
(2) In the case of a teacher of online courses, determine the teacher’s FTE by 
adding the total number of estimated weekly learning hours for courses on all 
students’ Written Student Learning Plans where the teacher is identified as 
responsible for the course, then dividing the total hours by 750. If the quotient is 
more than 0.25, the teacher must be reported on the district’s S-275 report. 

 
Note: Report contractor certificated instructional employees providing basic 
education and special education services using duty codes 630 and 640. These 
duty codes are included in the calculation of the district average staff mix factor 
and the K–12 staff ratio compliance.  However, they are not included in 
determining salary compliance. 

 

Added Notes: 
 

1. Staff responsible for S-275 reporting should check with other district staff to 
determine if your district provides alternative learning options for students 
through contracted services such as those established for online learning 
programs or contracted services (SLP, Nurse, OT, PT, etc.). You are 
responsible for determining if these staff must be included on the S-275 
report. 

 
2. These staff should be treated like all other certificated instructional staff in 

that you should ensure they are properly certified for their specific teaching 
assignments. 

 

Do not report teachers who: 

 Substitute in a position already reported through the S-275 reporting 
process with a duty code other than 610 (certificated on leave). 

 Have worked, or are anticipated to work, 20 or fewer school days in the 
same assignment. See example #5 

 
 
Do not report a person hired after October 1 and do not delete a person 
who leaves the district after October 1. 
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WHO TO REPORT? (EXAMPLES) 
 

 

1.  If a person employed on October 1 resigns the following day, report that 
person’s snapshot data just as if the person had remained with the district 
through the remainder of the school year. 

 
2.  A person’s contract period normally begins February 1, and on October 1 the 

person has a contract with the district.  Report this person on the S-275 
reporting process. 

 
3.  A teacher is on leave without pay for the first semester but has a contract to 

return to the school district full time for the second semester.  The district has 
contracted with a substitute teacher to fill the position during the first semester. 
Because the district has a contract with both of these persons on October 1, 
report each of these teachers on the S-275 report. 

 
4.  A teacher has a full-time contract with one math teaching assignment, and the 

remainder of the day assigned as a substitute teacher.  Report this individual 
as 1.0 FTE on the S-275 report.  Report both assignments, but use duty code 
520 for the “substitute” assignment. See Section II.D. Assignment Information, 
of S-275 Personnel Reporting Handbook. 

 
5.  A full-time teacher is on paid sick leave for the last week of September.  The 

teacher is expected back the third week of October, absent fewer than 20 
school days. Another individual is substituting in this position.  Report the first 
individual on the S-275 reporting process with 1.0 FTE. Do not report the 
substitute in this position through the S-275 reporting process. 

 
6.  A full-time teacher terminates employment on September 18. A replacement 

is hired and contracted on September 25.  Do not report the first individual 
who was employed fewer than 20 school days. Report the partial FTE and 
assignments of the second individual. 

 
7.  A teacher is contracted to work during the first semester, then will be away 

on maternity leave for the remainder of the school year.  In December, the 
district hires a replacement for this position for the second semester.  Report 
the partial FTE of the first employee. Do not report the second employee, 
who was hired after October 1. 

 

 

8.  A teacher provides online services through an outside contractor and works 
the equivalent of .38 FTE for the year, starting at the first day of school. Do 
report this person and do ensure they are certified and highly qualified for 
their core content assignments.
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LEAP Placement Information 
 

WHAT TO REPORT? 
 
 
 
 

Demographic Data 
 

   County-District Code 

   Certificate Number 

   Social Security Number 

   Last Name, First Name, MI 

   Birth Date, Sex, Ethnicity, Race 

   Assignments (FTE, %, Duty Codes) 

   National Board Certification Expiration Date 
 
 
 

   Certificated staff: Report Highest Degree, Credits and Experience 

 

October 1 – CBRTN Code 
 

C   Continuing Individual - An individual who was reported by the district in the 
previous year, unless the person is a certificated employee with less than 0.5 
certificated years of experience as of August 31. In that case report such a 
person as a beginning individual. 

 

 

B Beginning Individual - An individual with a certificated assignment who is 
reported with less than 0.5 certificated years of experience. 

 

R   Re-Entering Individual - An individual with a certificated assignment who 
was not reported in a certificated capacity anywhere during the previous 
school year, and has at least 0.5 certificated years of experience as of 
August 31. Report in this category an individual returning from leave. 

 
Do not report an individual as re-entering who was reported by the district 
during the previous school year and is again employed for the current 
school year. 

 

T Transferring to District - An individual with a certificated assignment who was 
employed in a certificated capacity in another Washington district (in a public 
or a private school), another state, or foreign country during the previous 
school year and has at least 0.5 certificated years of experience as of 
August 31, and was not reported by the current school year’s employing 
district last year. 

 

N  New Employee - An employee with only classified assignments that was not 
reported by the reporting district for the previous school year.
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Grade Group Assignment 
 

Report the grade group assignment for: 
 

    All basic education certificated instructional staff (BEACIS) with duty suffix 0. 
Basic education certificated instructional staff are those with base contract 
assignments in programs 01, 02, 03, 31, 34, 45, or 97 and in duty roots 31 
through 49, or 63 through 64, with suffix 0. 

 All special education certificated instructional staff with duty suffix 0. 
Special education certificated instructional staff are those with base contract 
assignments in programs 21 or 22 and in duty roots 31 through 49, or 63 
through 64, with suffix 0. 

 

For all other assignments, including all duty suffix 1, 2, and 3 assignments, this item 
may be left blank. 

 

To determine the grade group attributed to an assignment, use the actual grades of 
students served by the assignment. If students are ungraded, the grade assignment 
based on chronological age is to be used. Report the appropriate grade group code 
according to the following options: 

 
 

Blank 
 

May be left blank for an assignment that is not a certificated instructional assignment in basic 

education or special education. 
 

P 
 

Use for reporting of preschool assignments in special education programs 21 or 22. Do not 

use this code for assignments in basic education programs 01, 02, 03, 31, 34, 45, or 97. 
 

K 
 

An assignment with kindergarten students. 
 

1 
 

A teacher assignment with elementary Grade 1 students or with ungraded students aged 6. 
 

2 
 

A teacher assignment with elementary Grade 2 students or with ungraded students aged 7. 
 

3 
 

A teacher assignment with elementary Grade 3 students or with ungraded students aged 8. 
 

4 
 

A teacher assignment with elementary Grade 4 students or with ungraded students aged 9. 
 

5 
 

A teacher assignment with elementary Grade 5 students or with ungraded students aged 10. 
 

6 
 

A teacher assignment with elementary Grade 6 students or with ungraded students aged 11. 
 

E 
 

An assignment in duty roots 40 through 49, or 64, with elementary Grades 1 through 6 

students or with ungraded students aged 6 through 11. 
 

M 
 

An assignment with middle school Grades 7 or 8 students or with ungraded students aged 12 

or 13. 
 

H 
 

An assignment with high school Grades 9, 10, 11, or 12 students or with ungraded students 
aged 14 through 20. 
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Notes: 
 

1. Classroom teacher (duty code 310, 320, 330,  
340, 520, and 630) assignments require 
distinction between kindergarten (K) and 
each of the elementary Grades 1 through 6. 

 

2. ESAs and other certificated support staff 
(duty code 400 through 490, and 640) who 
cover several classrooms may be reported with 
K in kindergarten assignments and E in Grades 

1 through 6 assignments, if the district wishes. 
 

 
 
 

Position Details 
 

     Hours associated with base contract or base assignment 

•   Exclude time when employee is not performing duties (meals, travel) 

•   Exclude hours associated with supplemental contracts (TRI) 

•   FTE 

    Calculate Certificated FTE, i.e., 7.5 x 180 = 1350 Fulltime; 3.75 x 180 = 675 Actual;       
675/1350 = .50 FTE 

 Unless your district has approved waiver days, i.e., 178 days if 2 waiver days has 
been approved 

    Calculate Classified FTE on 2080 hours (8 x 260) 

Example: Position is 3 hrs. x 190 days (180 work days and 10 holidays) 

570/2080 = .274 
 
 
 

Insurance/Benefit Information 
 

 

 Report the district’s share of permissive insurance benefits paid to/for the 

employee during the current reporting year; includes items such as health, life, 

liability, accident, disability and salary protection. 

    Update this item for changes resulting from local negotiated agreements 

    Exclude the amount remitted to the Health Care Authority for retirees 

    Report all actual insurance benefits for each employee 

 Do not report district average annual insurance benefits or district average 
health benefit pool amounts 

 Do not change reported insurance benefits to reflect assignment changes made 
after Oct. 1   
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WHEN TO REPORT? 
 

The reporting schedule below is intended as a guide to help districts in planning 
submission of data to OSPI. Except for the initial submission date, the target dates 
are not mandatory reporting dates. Rather they represent significant dates when 
accurate and complete information must be available to OSPI for statistical reports, 
legislative requests, and school apportionment. October 1 remains the only snapshot 
date.  
 
Complete this three‐step process prior to each target date after November 1:  

 Step 1. Submit any updates or corrections to the October 1 data.  

 Step 2. Review all edit exceptions for errors (see Appendix B beginning on 
page 120 of S-275 Personnel Reporting Handbook). 

 Step 3. As necessary, resubmit corrections identified in step 2 
 

Each year the reporting timelines are established in the annual S-275 

Reporting Instructions. Since they are not yet available, the following chart is 

an example from the 2017-18 school year. 
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Corrections and Updates to S‐275 Data 
 
After initial submission of S‐275 data, there are two possible types of changes: 
corrections and updates. All data may be corrected; however, not all data may 
be updated.  
 
The term correction refers to a data change needed because of an error in a 
previous submission or because documentation was not previously 
available. Most data items depict a snapshot of district staff as of October 1 and 
are not to be changed during the year except for corrections to the snapshot. All 
snapshot report items begin the item title with October 1.  
 
The term update refers to a change in a data item that is not affixed part of 
the district’s October 1 snapshot. All such report items begin the item title with 
the word current:  
 

 Current ‐ Total Final Salary  
 Current ‐ Annual Insurance Benefits  
 Current ‐ Annual Mandatory Benefits  
 Current ‐ Assignment Salary  

 
Notes—Corrections and Updates: 
 

1. Do not update an employee’s base contract (suffix 0) assignments or 
full‐time equivalencies for changes made after October 1.  
 

2. Update certificated base contract hours per FTE day, certificated base 
contract FTE number of days, assignment salary, supplemental 
assignment salary and hours per year, and benefit changes due to 
negotiated contract agreements for the school year. 
 

3. Update duty code suffix 1 (supplemental) contract assignments for 
additional responsibility or incentive for $200 or more made after 
October 1 to reflect additional contracts for services provided during the 
school year.  
 

4. Update duty code suffix 2 (supplemental) contract assignments for 
additional time made available to any group of employees after 
October 1 to reflect negotiated changes for the school year. The term made 
available means that members of the group may, but are not required to, 
work up to a negotiated number of hours. Such circumstances are often 
associated with the process of negotiating time‐driven “TRI” (time, 
responsibility, or incentive) assignments. Update for all such contract 
assignments even if the contract is for less than $200.  
 
 

S
27

5 
M

an
ua

l_
U

P
D

A
T

E
D

 2
01

8.
pd

f



38 

 

 
5. For persons with snapshot certificated duty assignments, report all 

classified duty assignments for services provided during the school year. 
Example: Coaching 
 

6. If the person’s assignment has changed or the person has terminated 
employment or gone on leave, updates to the assignment salaries and 
benefits are determined by what the individual would have earned had that 
individual remained in the same position and assignment as reported on 
October 1. However, total final salary is determined by payroll, not the 
snapshot. See example 2Q on page 83 of the S-275 Personnel Reporting 
Handbook. This assignment will not require an update. 
 

7. Update total final salary and mandatory benefits to reflect all actual 
compensation for services provided during the school year. Include all forms 
of compensation recognized as income by the Internal Revenue Service (IRS).  
 

8. There is no provision in law for supplemental contracts for classified 
employees.  

 
Corrections to S-275 Data after Year-End Closeout- WAC 392-117-045 

 

Districts/ESDs shall submit corrections that become known after the final S-275 
is submitted if that data affects state apportionment in accordance with WAC 
392-117-045. 

 

Districts should provide a copy of all revisions to the state auditor and note this 
information on correspondence to OSPI which request corrections to S-275 data. 
OSPI will only correct data which the state auditor has been made aware of prior 
to, or during, audit of data. However, corrections do not require state auditor 
approval if submitted prior to, or during, audit of data. 

 

A district wishing to correct personnel data after the close of the reporting year 
should submit a letter to OSPI. Include the relevant pages of the final S-275 
report with the desired corrections clearly marked. The letter should indicate 
whether the corrections are submitted either: 
  Prior to the entrance conference by the state auditor, 
  During the audit of data by the state auditor (after entrance and 

before exit conference), or 
  As part of the audit resolution process, e.g., per the auditor’s instructions. 
  Also, if the corrections are submitted during audit of data, the letter should 

indicate that the state auditor shall be provided a copy of the revisions. 
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QUESTIONS  

 

ABOUT 

 
WHO WHAT WHEN 
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SECTION 4 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This presentation is intended to provide an overview with some tips on reporting the 

certificated records data; but care should be taken to follow the regulations cited in 

the 275 Instructions, RCW and Law. 
 

Keep documentation to support your decisions!
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THE LAW ON DOCUMENTA TION 
 

 

WAC 392 -121-280 
 

 

School districts shall have documentation on file and available for review which 

substantiates each certificated instructional employee's placement on LEAP salary 

allocation documents. The minimum requirements are as follows: 

 
(1) Districts shall document the date of awarding or conferring of the highest degree including 

the date upon which the degree was awarded or conferred as recorded on the diploma or transcript 

from the registrar of the regionally accredited institution of higher education. 

 
(a) If the highest degree is a master's degree, the district shall also document the date of 

awarding or conferring of the first bachelor's degree. 

 
(b) If the degree was awarded by an institution which does not confer degrees after each term, and 

all degree requirements were completed at a time other than the date recorded on the diploma or 

transcript, a written statement from the registrar of the institution verifying a prior completion date shall 

be adequate documentation. 

 
(c) If the degree program was completed in a country other than the United States documentation 

must include a written statement of degree equivalency for the appropriate degree from a foreign 

credentials' evaluation agency approved by the office of superintendent of public instruction. 

 
(2) Districts shall document academic credits by having on file a transcript from the registrar of 

the regionally accredited institution of higher education granting the credits. For purposes of this 

subsection: 

 
(a) An academic credit is deemed "earned" at the end of the term for which it appears on 

the transcript: Provided, That a written statement from the registrar of the institution verifying a prior 

earned date may establish the date a credit was earned; 

 
(b) Washington state community college credits numbered one hundred and above are deemed 

transferable for purposes of WAC 392-121-255(4) subject to the limitations of that same subsection; 

 
(c) Credits are not deemed "earned" at an institution of higher education which 

transfers-in credits. Such credits must be documented using a transcript from the initial granting 

institution and are subject to all the limitations of WAC 392-121-255; 

 
(d) If the credits were completed in a country other than the United States, documentation must 

include a written statement of credit equivalency for the appropriate credits from a foreign 

credentials' evaluation agency approved by the office of superintendent of public instruction; and 

 
(e) For credits earned after September 1, 1995, districts shall document that the course content 

meets one or more of the criteria of WAC 392-121-262(1). At a minimum, such documentation must 

include a dated signature of the immediate principal, supervisor, or other authorized school district 

representative and must be available to the employee's future employers.
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(3) Districts shall document in-service credits; 
 

 

1. By having on file a document meeting standards established in WAC 181-85-107; and 
(Documents noted in WAC are: 1) In-service registration forms, 2) College/University grade 

sheets or transcripts, 3) Official correspondence from an approved in-service agency, 4) 
Documents related to Annual Professional Growth Plans including plan documents, required 

signatures and evidence collected.) 
 

 

(b) For credits earned after September 1, 1995, districts shall document that the course content 

meets one or more of the criteria of WAC 392-121-262(1). At a minimum, such documentation must 

include a dated signature of the immediate principal, supervisor, or other authorized school district 

representative and must be available to the employee's future employers. 

 
(4) Districts shall document non-degree credits. 

 

 

(a) For vocational/career and technical education educator training credits pursuant to WAC 392- 

121-259(3) districts shall have on file a document meeting standards established in WAC 181-85-107 

and evidence that the training was authorized pursuant to WAC 181-77-003 (2), (9), or (12). 

 
(b) For credits calculated from converted occupational experience pursuant to WAC 392-121-259(3) 

districts shall have on file documents which provide: 
 

 

(i) Evidence that the occupational experience meets the requirements of WAC 181-77- 

003(7); 
 

 

(ii) Evidence of the individual's actual number of hours of employment for each year including dates 

of employment; and 

 
(iii) The district calculation of converted credits pursuant to WAC 392-121-259(3). 

 

 

(c) For credits earned after September 1, 1995, districts shall document that the course content 

meets one or more of the criteria of WAC 392-121-262(1). At a minimum, such documentation must 

include a dated signature of the immediate principal, supervisor, or other authorized school district 

representative and must be available to the employee's future employers. 

 
(5) Districts shall document certificated years of experience as follows: 

 

 

(a) For certificated years of experience obtained and reported on Report S-275 prior to the 1994-95 

school year, districts shall have on file documents that provide evidence of employment including dates 

of employment. 

 
(b) For certificated years of experience reported on Report S-275 for the first time after the 1993-94 

school year districts shall have on file: 

 
(i) The total number of hours, or other unit of measure, per year for an employee working full-time 

with each employer; 

 
(ii) The number of hours, or other unit of measure (worked by the employee), per year and dates of 

employment with each employer, including paid leave and excluding unpaid leave: Provided, That 
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documentation of hours in excess of one full-time certificated year of experience in any twelve-month 

period is not required;  

 

(iii) The quotient of the hours, or other unit of measure, determined in (b)(ii) of this subsection 

divided by the hours, or other unit of measure, in (b)(i) of this subsection rounded to two decimal 

places for each year; 

 
(iv) The name and address of the employer; 

 

 

(v) For those counting out-of-district experience pursuant to WAC 392-121-264 (1)(a), evidence 

whether or not the position required professional education certification pursuant to WAC 392-121- 

264(1)(a)(ii); 
 

 

(vi) For those counting experience pursuant to WAC 392-121-264 (1)(b), a brief description of the 

previous employment which documents the school district's decision that the position was comparable 

to one requiring certification in the Washington school districts; 

 
(vii) For those counting management experience pursuant to WAC 392-121-264 (1)(e), evidence 

that the experience meets the requirements of WAC 181-77-003(6); 

 
(viii) For those counting experience (for educational staff associates) pursuant to WAC 392-121-264 

(1)(f), evidence that the previous employment meets the requirements in the applicable subsections of 

WAC 392-121-264 (1)(f). 

 
(6) Any documentation required by this section may be original or copies of the original: Provided, 

that each copy is subject to school district acceptance or rejection. 

 
(7) The falsification or deliberate misrepresentation, including omission of a material 

fact concerning degrees, credits, or experience by an education practitioner as defined in 

WAC 181-87-035 shall be deemed an act of unprofessional conduct pursuant to WAC 181- 

87-050. In such an event the provisions of Chapters 181-86 and 181-87 WAC shall apply. 
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AUTHENTICITY OF RECO RDS 

 
The law requires that districts maintain “valid” documents believed to be “authentic.” 

 

DEGREE AND ACADEMIC CREDIT RECORDS 

The best source for an authentic document that identifies degrees and/or 

academic credits is an official transcript from the registrar of the college. 

Electronic transcripts from the registrar of the institution, including those sent 

via eSCRIP-SAFE, are acceptable copies of documentation.  (WAC 181-85-107) 
 

A February 28, 2013, email message from the Office of the Attorney General 

provides the following clarification regarding transcripts. 
 

1.  WAC 392-121-280(2) requires that the district have a 

transcript on file. 

2.  The transcript must be from the registrar of the college or 

university (the transcript must indicate that it is 

from the registrar). 

3.  There is no requirement that: 

a.  Dictates the form of the transcript. 

b.  Requires the transcript to be sealed. 

c.  Requires the transcript to be signed. 
 

You can accept official transcripts that are sent to your from another 

Washington school district.  PLEASE NOTE:  It is still your 

responsibility to review the documentation, i.e. transcripts, clock 

hour forms and experience for accuracy. 
 

FOREIGN INSTITUTIONS 

WAC 392-121-280 (d) requires that if the credits were completed in a country 

other than the United States, documentation must include a written statement of 

credit equivalency for the appropriate credits from a foreign credentials' 

evaluation agency approved by the office of superintendent of public 

instruction; Provided that documentation of credit equivalency is not required if 

that institution of higher education is already regionally accredited or accredited 

by the distance education and training council, pursuant to WAC 181-78A-

010(7).  The WAC does not indicate that the school district require the original 

evaluation document. Also note that the accredited institution of higher 

education does not have to be located within the U.S. 
 

 

As of September 11, 2008, OSPI will accept translation services from members of 

the National Association of Credential Evaluation Services (NACES). For 

information regarding NACES, membership criteria, and NACES’ guiding principles 
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of good practice for educational credential evaluation, please visit 

http://www.naces.org/. The more commonly used evaluation agencies used for 

foreign transcripts are listed below: 
 

 

e-Val Reports 

3213 W. Wheeler St. #287 

Seattle, WA 98199 

206-257-4249 

www.e-valreports.com 

 

Educational Credential Evaluators Inc. 

PO Box 514070 
Milwaukee, WI 53203-3470 
414-289-3400 
www.ece.org 

 

Foundational for International Services Inc. 

505 Fifth Ave South, Suite 101 

Edmonds, WA 98020 

425-248-2255 

www.fis-web.com 

 

International Consultants of Delaware, Inc. 

PO Box 8629 Philadelphia, PA 19101-8629 
(215) 243-5858 

www.icdeval.com 

 

International Education Research 

Foundation, Inc. 
PO Box 3665 
Culver City, CA 90231-3665 

(310) 258-9451 
www.ierf.org 

 

Josef Silny & Associates, Inc. 

International Education Consultants 
7101 SW 102 Avenue 

Miami, FL 33173 

(305) 273-1616 
www.jsilny.com 

 

World Education Services 

Bowling Green Station 

PO Box 5087 

New York, NY  10274-5087 

212) 966-6311 
www.wes.org 

 

 

CLOCK HOURS 
 Approved clock hour transcript providers as of September 2018: 
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    The OSPI in-service registration form approved by OSPI and issued by the clock hour 

provider. OSPI in-service registration forms include: 

 Form SPI 1125* (Not available online) 

 Form SPI 1126-1 ProTeach Online Assessment/ProCert Program Professional Growth  

Team Member 
 Form SPI 1128-1 Supervisor of Training - Note this form changed 11/2016 to allow up 

to 30 hours per year. 

 Form SPI 1128-2 National Board Assessment/Certification 

 Form SPI 1128-4 First Peoples' Language, culture, or oral tribal 

 Form SPI 1128-5 ProTeach Portfolio External Assessment 

 Form SPI 1128-6 Teacher Performance Assessment Scorer 

 Form SPI 1128-7 ProTeach Assessment Scorer 

 Form SPI 1128-8 Annual Professional Growth Plan (PGP) Verification & PGP Equivalency 

 Form SPI 1128-9 School Accreditation Site Team 

 Form SPI 4020S Suicide Prevention Training Verification 

 A payment voucher issued by North Central Educational Service District (ESD 171). 

 A WA State Clock Hour In-Service Certification Form from the Archdiocese of Seattle. 
 

To view an OSPI form go to this link: 

www.k12.wa.us/certification/ClockhoursDocumentation.aspx 
 

 

The forms listed above are the only acceptable forms of documentation for 

approved clock hours.  Even if an agency is on the approved clock hour provider list, the 

clock hours are not eligible unless there is acceptable documentation. A certificate of 

completion, letter, or certificate of achievement or professional development cannot be used 

to document approved clock hours unless the individual holds an ESA certificate and a 

state health professions license that requires continuing education. While all Public 

School Districts are approved clock hour providers, not all of them are approved 

transcript providers.  Check OSPI’s website for accurate list as it is changing frequently. 
 

For the latest list of acceptable documentation, see the following website: 

http://www.k12.wa.us/certification/ClockhoursDocumentation.aspx 

 

CONTINUING EDUCATION UNITS 

Form SPI 4098V is used to document license hours as clock hours for ESA certification 

purposes. The certificates of attendance or other forms validating attendance are 

attached to Form SPI4098V. It is permissible to attach multiple verification documents 

to one form. 
 

 
 

 
 

DO NOT REPORT INFORMATION THAT IS NOT AUTHENTICATED AND THE 

DOCUMENT IS NOT IN YOUR POSSESSION! 
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QUESTIONS 

 
ABOUT  

 
DOCUMENTATION 
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HIG HEST DEGREE (WAC 392-121-25 0) 

 
B Persons holding a bachelor’s degree as the highest degree, that are not 

reported with degree type G or H. 
 

H Persons who obtain a bachelor’s degree while employed in the state of 
Washington as a non-degreed vocational/CTE instructor. (H means “hold 
harmless,” or that persons are not penalized for obtaining a bachelor’s 
degree.) 

 

G Persons holding a bachelor’s degree as the highest degree and whose total 
eligible credits reported on the S-275 report before January 1, 1992, were 135 
or more (RCW 28A.150.410). These persons are grandfathered at the 
BA+135 column. 

 

M  Persons holding a master’s degree or any other degree between the master’s 
and doctorate as the highest degree. An educational specialist degree is 
reported as degree type M. 

 

D   Persons holding a doctorate degree as the highest degree. 
 
V    Report an employee as non-degreed with degree type V only if: 

 

    The employee holds no bachelor’s or higher level degree; or 

 The employee holds a bachelor’s or higher level degree and a valid 

vocational/CTE certificate, but has not used the degree(s) to obtain any past or 

present education certificate or permit. The employee must not have used the 

degree to obtain a certificate (including conditional certificate, temporary 

permit, etc., anything that would constitute a “certificate” or education 

credential by the State of Washington.)  If the degree has been used for a 

State of Washington purpose, such as to obtain a Washington education 

credential/certificate, then the State of Washington must/shall recognize that 

degree, and the employee cannot be reported as non-degreed.  Report such 

employees with highest degree type B, H, G, M, or D. 

 Do not report employees as non-degreed with degree type V if they have ever 

used a degree to obtain the following endorsements on vocational/CTE initial, 

initial renewal, continuing, or continuing renewal certificates, which normally 

require a bachelor’s degree per WAC 181-77-031: Agriculture Education – 

V010000 Business Education – V070000 Marketing Education – V080000 

Business and Marketing Education – V078000 Family and Consumer Sciences 

Education – V200002 Technology Education – V210100. 

 The vocational/CTE conditional certificate is not issued based on a degree; 

employees with such certificates may be reported as non-degreed (degree type 

V), if all other requirements are met.
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BA 135 – Degree type “G” 
 
 
 

Email Exchange with Ross Bunda – OSPI 
 

Cutoff is 1/1/1992. OSPI has a list of persons still 

reported as high degree “G”. 
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Email Re Degree Type G – Continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
16/17 S275 Personnel Reporting Instructions page 30: 
“Do not report employees with degree type G 
(bachelor’s degrees grandfathered at BA+135) unless 
they are reported with at least 135 total eligible 
credits. Also, employees reported with degree type G 
must have been reported with at least 135 total 
eligible credits on the S-275 report, by a Washington 
school district or ESD, before January 1, 1992.” 
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QUESTIONS 

ABOUT 

DEGREES 
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ROUNDING – WAC 392-121-270(5) 

Rounding of computations of credits and experience should follow the general 

rule: a decimal ending with a 5 or higher is rounded up; a decimal ending with a 4 
or lower is rounded down. Documentation of computations of total credits and 
experience should show both the accumulated totals in the number of decimal 
places required by the applicable rule and the rounded total reported pursuant to 
the applicable rule. It is important to note: 

 

 

 When accumulating a person’s total credits over a number of years, a 
school district should sum the credits as they were computed for each year 
(one decimal place), not the rounded total used for placement on the LEAP 
salary allocation schedule (whole number). 

 

EXAMPLE OF ROUNDING CREDITS 
 

 
 

A Discussion on Rounding Credits 
 
Email exchange with Dale Sando, State Auditor and Ross Bunda, OSPI 

OK to round either way but you MUST BE CONSISTENT!! 
 

Email to Ross/Dale from Sherrie Evans: The district where we encountered the 

question is Puyallup.  We told them that we consider the method they are using of 

recording at 2 decimal places and rounding the total to be acceptable because it is the 

conservative approach but that they could switch to rounding each course if they choose to do 

so.  I think the WAC is just vague enough to be interpreted either way.  We agree that 

rounding each course would be the most logical for exactly the reason you provided, especially 

if the district does not use one of the credit tracking programs like the one your company 

designed. 
 

 
 
 

From: sherrie.evans@comcast.net [mailto:sherrie.evans@comcast.net] 

Sent: Wednesday, January 18, 2006 4:21 PM 

To: Dale Sando 

Subject: Re: FW: Inservice Credits rounding 
 

His response regarding rounding the total is always what I have basically followed. The reason 

is that you might get a transcript from Puget Sound ESD for the .75 hour and you record it as
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.75 or .8.  Then 3 months later you get one from ESD 113 for the .65 or .7 class. You are 

recording them separately.  Additionally these clock hours might have even occurred in 2 

separate reporting years. So to me the round first, total is much more accurate and consistent. 
 

It would be nice to see something from the auditor on this in our next 275 training sessions if 

you are comfortable putting something out to districts to guide them with. Thanks for 

following up on this. It is an important topic. 

-------------- Original message -------------- 

From: "Dale Sando" <sandod@sao.wa.gov> 
 

Sherrie, here is what I got from Ross. 
 

 
 

From: Ross Bunda [mailto:RBunda@ospi.wednet.edu] 

Sent: Thursday, January 12, 2006 4:37 PM 

To: Dale Sando 

Subject: RE: Inservice Credits rounding 
 
Hello, Dale 

You are correct that, for credits, the rules refer to rounding to the nearest tenth.  In your 

example, two in-service classes at 7.5 hours and 6.5 hours would total accurately to 14.0 

hours, or 1.4 credits.  A district would be correctly applying the rules to record 0.8 and 0.7 

credits, or a total of 1.5 credits.  However, from a legal perspective, I think the district could 

also defend recording 1.4 credits. 
 

If a school district wants to be consistent (at the trade-off of being accurate), I think the 

only way to consistently arrive at the same value is to round each recordable event 

separately, meaning the 0.8 and 0.7 credits separately for a total of 1.5 rather than 

to record the “more accurate” total of 1.4 (.75 and .65).  Or stated simply:  round, 

then total (instead of total, then round). 
 

I think the philosophy of the rounding guidance in Example 1I in the S-275 instructions; where 

the district records experience rounded to 2 decimal places (such as 6.45 years), the district 

reports experience rounded to 1 decimal place (such as 6.5 years), and the state/OSPI funds 

experience to the nearest whole number (7 years); values consistency more than 

accuracy.  This emphasis on consistency trumps the “more accurate” rounding to 6 years 

(where 6.45 years is closer to 6 years than to 7 years). 
 
Ross Bunda 

Supervisor, Personnel Reporting 

School Apportionment & Financial Services 

Office of Superintendent of Public Instruction 

(360) 725-6308 voice 

(360) 664-3683 fax 

mailto:rbunda@ospi.wednet.edu 

http://www.k12.wa.us/safs
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From: Dale Sando [mailto:sandod@sao.wa.gov] 

Sent: Wednesday, January 11, 2006 11:29 AM 

To: Ross Bunda 

Subject: RE: Inservice Credits rounding 
 

Both are important, but if a school district were asking for advice which method would you tell 

them.  We would like to assure we apply the rules consistently. 
 

 
 

From: Ross Bunda [mailto:RBunda@ospi.wednet.edu] 

Sent: Wednesday, January 11, 2006 11:17 AM 

To: Dale Sando; Sherrie Evans 

Cc: Kim Dion; Cheryl Thresher; Kennesy Cavanah 

Subject: RE: Inservice Credits rounding 

What is more important, accuracy or consistency? 

Ross Bunda 

Supervisor, Personnel Reporting 

School Apportionment & Financial Services 

Office of Superintendent of Public Instruction 

(360) 725-6308 voice 

(360) 664-3683 fax 

mailto:rbunda@ospi.wednet.edu 

http://www.k12.wa.us/safs 
 

 
 

From: Dale Sando [mailto:sandod@sao.wa.gov] 

Sent: Wednesday, January 11, 2006 11:09 AM 

To: Ross Bunda; Sherrie Evans 

Cc: Kim Dion; Cheryl Thresher; Kennesy Cavanah 

Subject: Inservice Credits rounding 
 

We have a question on rounding in-service credits.  If an instructor has taken several in-

service class that are 7.5 hours, 6.5 hours, etc. all with tenths of hours, should they be 

recorded at .75 credit and .65 credit, and the total rounded, or should each be recorded as 0.8 

credit, and 0.7 credit.  If you have several of these in a file it could eventually make a 

difference.  We recognize the WAC refers to rounding to the nearest tenth, but want to clarify 

if that is per class, or in total. 
 
IN SUMMARY:  You can round each individual course to one-tenth; or you can 

report each course to 2 decimals and round the total. You just must be consistent 

for all courses recorded for your district!
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Course Criteria 
 
Effective September 1, 1995 the course content for all credits reported on the S-275 
must meet one or more of the criteria of WAC 392-121-262 (1). Over the years these 

criteria have changed. Currently the criteria are: 
 

(a) It is consistent with a school-based plan for mastery of student learning goals as 
referenced in RCW 28A.655.110, the annual school performance report, for the school 

in which the individual is assigned; 
 

(b) It pertains to the individual’s current assignment or expected assignment for the following school 

year; 
 

(c) It is necessary for obtaining endorsement as prescribed by the Washington professional educator 
standards board; 

 

(d) It is specifically required for obtaining advanced levels of certification; 
 

(e) It is included in a college or university degree program that pertains to the individual’s current 

assignment or potential future assignment as a certificated instructional staff; 
 

(f) It addresses research-based assessment and instructional strategies for students with dyslexia, 

dysgraphia, and language disabilities when addressing learning goal one under RCW 28A.150.210, as 
applicable and appropriate for individual certificated instructional staff; or 

 

(g) Beginning in the 2011–12 school year, it pertains to the revised teacher evaluation system under 
RCW 28A.405.100, including the professional development training provided in RCW 28A.405.106. 

 
NEWS ABOUT COURSE AP PROVAL FOR MS 

 
When the course criteria rules were first enacted, WSPA worked with OSPI on a form for 

processing the approvals within a district. Workshops were held across the state to teach 

district staff how to use the form and become familiar with the new review and documentation 

requirements. 
 

Initially, districts were advised that if they hired a certificated instructional staff employee from 

another Washington district and that district did not process a course approval form during the 

time the person was employed there, the credit could not be counted. Subsequently that was 

changed and districts are now allowed to evaluate that credit as if the person had been 

employed with their district when it was taken. If the employing district can determine that the 

credit meets one of the criteria, then that credit would be reportable (assuming it meets all 

other requirements).  This practice resulted in the use of what some districts are calling the 

“WAC stamp”.  It is a stamp placed on the transcript indicating that the District has evaluated 

this transcript and/or credit and that it meets one of the criteria in 392-121-262. The stamp 

must be dated and signed by the District official reviewing the information and making the 

decision pursuant to WAC 391-121-280, which requires that “such documentation must include 

a dated signature.” 
 

During a session on the S275 report at the 2006 WSPA fall conference, districts asked this 

question:  ‘Why can’t we use our WAC stamp for reviewing all courses, thereby replacing the 

requirement for the processing of the course approval forms?”
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This question was presented by Sherrie Evans, Retired and Charlene Edwards, Kent (the 

conference presenters) to Ross Bunda, OSPI and Dale Sando, State Auditor’s office in the 

following context: 
 

In reviewing WAC 391-121-262, there does not appear to be a requirement to have a 
specific course approval form. The requirement is that “at the time credits are recognized 
by the school district the content of the course must meet at least one of the following…” 
and then it names the criteria. 

 

Additionally the requirements of WAC 392-121-280 (3) (b) require that for credits earned 
after  September 1, 1995 districts shall document that the course content meets one or 
more of the criteria of WAC 392-121-262(1).  This WAC (392-121-280 (3) (b) further 
requires that at a minimum, such documentation must include a dated signature of the 
immediate principal, supervisor or other authorized school district representative and must 
be available to the employee’s future employers. 

 

Thus, it appears to be appropriate for districts to utilize a WAC stamp to review the 
content and appropriateness of all credits where: 

 

1. The stamp should identify WAC 391-121-262 and WAC 392-121-280(3)(b); 
2. The person reviewing the transcript, clock hour or other credit-related documentation 

must be authorized by the district to do so and must place their full signature on the 
documentation after completing their decision process; 

3. The date of the review action should be displayed on the documentation. 
 
Dale Sando, State Auditor’s Office replied: “Our Office is in agreement that use of the stamp is 
adequate verification for approval of credits as long as the individual(s) in the district is 
authorized to approve credits and provides their signature(s).” 

 

Ross Bunda, Office of the Superintendent of Public Instruction, replied: “[Any] documentation 

(stamp, form, etc.) which meets the criteria (WAC 392-121-262 & 392-121-280) would work.” 
 

It is clearly the decision of each local district to determine which method of documentation 

they would like to use to ensure that the credits they are reporting for 275 LEAP placement 

are in compliance with WAC 391-121-262 and WAC 392-121-280(3)(b), along with other 

reporting requirements. For years districts have required employees to initiate and complete a 

Course Approval Form, and route it to a supervisor and/or District official for approval. The 

approved document was then maintained in the HR/Personnel office until the corresponding 

transcript, clock hour or other credit documentation arrived, at which time the documentation 

was matched and reviewed for processing.  The Course Approval Forms have routinely then 

been filed with the credit documentation for audit purposes. 
 

It is now evident that districts have an additional option. In lieu of the Course Approval Form, 

Districts can establish a practice whereby the employees submit their transcript, clock hour or 

other credit documentation without having to submit the Course Approval Form in advance. 

The documentation must be reviewed as it always has been for its appropriateness. In lieu of 

attaching the Course Approval form the district may adopt a practice of indicating directly on 

the credit documentation the review and decision process for compliance with WAC 391-121-
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262 and 392-121-280(3)(b. This may be done by use of a WAC stamp or by developing a 

statement to write on the document itself. 
 

As always, one word of caution: If districts choose to utilize this new method, you may wish to 

consider the problem that may arise where the employee takes a class assuming credit will 

apply. For those instances districts may wish to maintain the Course Approval Form, notifying 

employees that they can use that document if they wish to obtain “pre-approval” of the course 

for placement purposes. 
 

Additionally, the law only requires that the district determine that the credit being reported 

does apply to one of the criteria, it does not require that you identify the specific criteria. 

However, because this can sometimes be questioned, a “best practice” approach may be to 

utilize this additional optional step: 
 

The District reviewer would clearly indicate the specific criteria that is applicable for each 
course. For example, if the transcript contains twelve (12) different classes, the district could 
either indicate one particular criteria applies to all 12 classes; or if appropriate indicate the 
applicable criteria number for each of the 12 classes. The criteria designation must be clear. 
Again this detail is not required under the law but based it is viewed as a best practice 
approach. 

 

Model Language for the WAC Stamp Course Approval Documentation 
 

*Be sure to identify which of the 7 criteria apply to the courses being recorded.  In 
WESPaC, there is a field when entering credits that will ask for which criteria the 
course falls under.
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Example 1 
 
The signature below documents that a determination has been 
Made that the courses listed on this transcript and/or clock hour 
documentation meet the requirements of WAC 392-121-262(1). 
Criteria: 

 

Authorized District Representative                   Date 
 

 
 

Example 2 
 
The (school district name) certifies that it has reviewed this 
documentation and finds that courses listed herein meet 
the criteria as established under WAC 92-121-262(1). 
Criteria: 

 

Authorized District Representative                   Date 
 
 
 

 
Example 3 

 
School District Name 
Date:   
The signature below documents that a determination has 
been made that the course(s) recorded herein meet the 
requirements of WAC 392-121-262(1). 1-2-3-4-5-6-7 
x   
Authorized District Representative
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Course Criteria Notes 
 

 Be sure that you carefully watch the 
dates on transcripts and clock hours. 
Mark the course criteria selection for all courses 
completed September 1, 1995 and thereafter. 

 

 

 If you hire someone who has worked in another 

district, you must accept the criteria that district 
has approved. 

 

 

 If the course was not “evaluated” by the prior 

district, you may review it and approve or deny 
the course. 

 

 

 When you hire a new person, you are required 
to evaluate all credits and clock hours 
completed 9/1/95 and thereafter and determine 
if they meet one of the criteria or not. Do not 
post to the record without completing this task. 

 

 

 We recommend that you use a “WAC Stamp” in 
lieu of the forms.
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QUESTIONS 

ABOUT 

ROUNDING OR CRITERA 
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CREDIT TYPES 
 
 
 

 

There are three (3) types of credits. Each will be 

discussed in the subsequent sections. 
 

 
 
 
 
 
 
 
 
 

 

Type 
 

Comment 

 

Academic 
 

Quarter, Semester, Unit 

 

In-Service 
 

Clock Hours, Certain CEU units, and Non-Transfer Credits 

 

Non-Degree 
 

Non-Degree Credits (CTE and Special) 
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ACADEMIC CREDITS- WAC 392-121-255 
 

 
 
 

WAC 392-121-255 Definition—Academic credits. As used in this 

chapter, “academic credits” means credits determined as follows: 
 

(1) Credits are earned after the awarding or conferring of the employee’s first 

bachelor’s degree; 
 

(2) Credits are earned on or before October 1 of the year for which allocations are 

being calculated pursuant to this chapter; 
 

(3) Credits are earned from a regionally accredited institution of higher 

education: Provided, That credits, determined eligible pursuant to subsections (1), 

(2), (4) and (6) of this section, earned from any other accredited community college, 

college, or university and reported on Report S-275 on or before December 31, 1992, 

shall continue to be reported; 
 

(4) Credits are transferable or applicable to a bachelor’s or more advanced 

degree program: Provided, That for educational courses which are the same or 

identical no more credits for that educational course than are transferable or 

applicable to a bachelor’s or more advanced degree program at that institution shall be 

counted; 

Non-Transfer 

Credit Rule 
 

 

(5) Credits earned after September 1, 1995, must satisfy the additional 

requirements of WAC 392-121-262; 

Course Criteria WAC – 7 criteria 
 
 

(6) Credits are not counted as in-service credits pursuant to WAC 392-121-257 or 

non-degree credits pursuant to WAC 392-121-259; 

 

(7) The number of credits equals the number of quarter hours, units or semester 

hours each converted to quarter hours earned pursuant to this section; and 
 

 

1.0 Semester = 1.5 Quarter 
 

 

(8) Accumulate credits rounded to one decimal place.
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ADDITIONAL DOCUMENTATION NOTES FOR ACADEMIC 

CREDITS: 
 

School districts shall have documentation on file and available for review 

which substantiates each certificated instructional employee's placement on 

LEAP salary allocation documents. The minimum requirements are as 

follows: 
 

 Districts shall document the date of awarding or conferring of the highest 

degree including the date upon which the degree was awarded or conferred as 

recorded on the diploma or transcript from the registrar of the accredited 

institution of higher education. 

o If the highest degree is a master's degree, the district shall also document 

the date of awarding or conferring of the first bachelor's degree. 

o If the degree was awarded by an institution which does not confer 

degrees after each term, and all degree requirements were completed at 

a time other than the date recorded on the diploma or transcript, a written 

statement from the registrar of the institution verifying a prior completion 

date shall be adequate documentation. 
 

 

 If the degree program was completed in a country other than the United 

States, documentation must include documentation in English of degree 

equivalency for the appropriate degree as allowed by WAC  181-79A-260: 

Provided, That documentation of degree equivalency is not required if that 

institution of higher education is already regionally accredited or accredited by 

the distance education and training council, pursuant to WAC  181-78A-010(7). 
 

 

 Districts shall document academic credits by having on file a transcript from the 

registrar of the accredited institution of higher education granting the credits. 
 

 

 An academic credit is deemed "earned" at the end of the term for which it 
appears on the transcript: Provided, That a written statement from the registrar 
of the institution verifying a prior earned date may establish the date a credit 
was earned; 
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 Washington state community college credits numbered one 
hundred and above are deemed transferable for purposes of WAC 
392-121-255(4) subject to the limitations of that same subsection; 

NOTE: You CAN count below 100 credits during the period of time 
from September 1, 1987 when the “in-service” law became effective 
and March 7, 1997. The law requiring courses to be 100 level or 
above became effective March 8, 1997. 

 

   You cannot record credits from another institution that are listed on that 

institution’s transcript. 
 

   Use a template to remember course end dates: 
 

 

Quarter Date   Semester Date 

Fall 12/31  Fall 1/31 of the next year 

Winter 3/31    

Spring 6/30  Spring 5/31 

Summer 8/31  Summer 8/31 
 

ADDITIONAL NOTES FOR ACADEMIC CREDITS 
 

1. Academic credits must be earned from a “regionally accredited institution of higher 
education” which means a community college, college, or university which is a 
candidate for accreditation or is accredited by one of the following regional accrediting 
bodies (WAC 181-78A-010[6]). National accrediting associations include those 
recognized by the Washington Student Achievement Council and the Secretary of the U. 
S. Department of Education and included in the list of accrediting agencies at 
http://www.k12.wa.us/certification/colleges/default.aspx.  

 
Washington Student Achievement Council and U.S. Department of Education Recognized  
Accrediting Associations for Purposes of the Degree-Granting Institutions Act Current  
associations recognized for participation in state student aid programs are marked with  
an * (As of August 3, 2016) 
REGIONAL ACCREDITING ASSOCIATIONS 
Accrediting Commission for Community and Junior Colleges Western Association of Schools and Colleges  
* Higher Learning Commission  
* Middle States Commission on Higher Education  
* New England Association of Schools and Colleges Commission on Institutions of Higher Education  
* Northwest Commission on Colleges and Universities  
* Southern Association of Colleges and Schools Commission on Colleges  
* WASC Senior College & University  
NATIONAL FAITH-BASED ACCREDITING ASSOCIATIONS 
Association for Biblical Higher Education Commission on Accreditation  
Association of Advanced Rabbinical and Talmudic Schools Accreditation Commission  
Commission on Accrediting of the Association of Theological Schools  
Transnational Association of Christian Colleges and Schools Accreditation Commission  
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NATIONAL CAREER RELATED ACCREDITING ASSOCIATIONS 
* Accrediting Bureau of Health Education Schools  
* Accrediting Commission of Career Schools and Colleges  
* Accrediting Council for Continuing Education and Training  
* Accrediting Council for Independent Colleges and Schools  
Council on Occupational Education  
Distance Education Accrediting Commission  
* National Accrediting Commission of Career Arts and Sciences, Inc.  
PROGRAMMATIC ACCREDITING ASSOCIATIONS 
Accreditation Commission for Acupuncture and Oriental Medicine  
Accreditation Commission for Education in Nursing  
Accreditation Commission for Midwifery Education  
Accreditation Council for Education in Nutrition and Dietetics Academy of Nutrition and Dietetics  
Accreditation Council for Pharmacy Education 

2.  The following are not regional accrediting bodies: 

a.  Commission on Accrediting of the Association of Theological Schools (ATS). b.  

Transnational Association of Christian Colleges and Schools (TRACS). 

3.  As of May 2010, schools may count degrees earned from institutions of higher 

education that are accredited, or are candidates for accreditation, by the distance 

education and training council (DETC), pursuant to WAC 181-78A-010(7). 

4.  Degrees must be earned from an institution of higher education that is regionally 

accredited or is accredited by the distance education and training council (or is a 

candidate for accreditation). 

5.  For state funding and salary placement purposes, this requirement applies to degrees 

earned in Canada (unless the institution is regionally accredited or DETC accredited). 

This requirement is different from that for certification purposes, which does not require 

evaluation of transcripts from Canada. 

6.  Check course numbers. Generally 100-400 are Freshman-Senior, 500-800 can be 

graduate (MA/PhD) but odd numbers such as 2011, 305X may not be transferable to an 

academic degree program and thus could only be considered as a non-transferable credit. 

7.  Where the course is identical no more credits for that course can count than are 
transferable or applicable to a BA or more advanced degree program at THAT 
institution.  Check with the institution or watch for designation on transcript. 

8.  Example:  SPU indicates an “I” if it is repeatable – to the right of the grade and credit 
amount. 

9.  If not repeatable then may use the “non-transfer credit rule” if completed 9/1/87 

and thereafter to count as an in-service credit. 
10. Links for checking accreditation: 

Regionally Accredited Institutions     http://chea.org/search/default.asp 

Online Accredited Institutions          www.deac.org 
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Example –  Accredited: American InterContinental University 
 

 
 

NOTE. This institution is accredited by the Higher Learning Commission which 

is now an approved agency. 
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Not Accredited: Canyon College 
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Not Accredited: Center Graduate College 
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Academic Credits Example: Western Washington University. Accredited. Quarter Hour System. 

OK! Documents BA Degree awarded 6/14/13, courses through Spring 2013. Record BA but no credits 

after BA on this transcript.
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ALWAYS – Check the back of the transcript for information! Keep copies of the backs of 

transcripts for future references with your highlights and notes.
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Academic Credits Example: Western Washington University – Masters’ Degree Awarded. 

Make sure you see “awarded, confirmed or conferred” not just “admitted or enrolled.” Also note, 

Master’s is awarded 5/20/15. Last quarter is Winter 2015. Credits in Winter 2015 should be recorded 

on or before the MA date but not after.
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HOMEWORK TIME – Count the number of credits up to 

the MA degree on this transcript! 
 
 

 
Academic Credits Example: University of Washington. Bachelors’ and Master’s Degree. 

Accredited. Quarter Hours.S
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HOMEWORK TIME – Count the number of credits up to 

the MA degree on this transcript!
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Be sure to read the back of the transcript. 
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Academic Credits Example: Credits on UW Transcript not counted in Total Credits Earned 

on Transcript. Since they do not apply to the degree, you have to use a different criteria but otherwise 

they can be counted. 
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Academic Credits Example: University of Puget Sound is Units. 1.0 Unit = 5 Quarter Hours; or  

1.0 Unit = 6.0 Quarter Hours depending on date earned.
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Academic Credits Example: Pacific Lutheran University operates on semesters! 
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Back of Pacific Lutheran University Transcript: 
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Academic Credits Example: Quarter or Semester?  Be sure to read the back. 
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Academic Credits Example: Bates Technical College 
 

Documentation of Phone Conversation with Steve Ashpole, Registrar at Bates 

Technical College 
 
Date: 08/26/04 

Re:  Reading transcripts 

Phone #:  (253) 680-7014 

Explanation of transcript: 
 

a.  Courses that have letter grades are quarter credit courses listed in quarter credits on the 

transcripts.  Be sure to check the back of the transcript. 

b.  Courses that have number grades are clock hour courses listed in units on the 

transcripts. 

c.  Clock hour units are converted at 1 unit = 16.5 clock hours. 
 
Bates Transcript where Letter Grade = Quarter Hour Credits 
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Bates Transcript where Number Grade = Clock Hour Credits 
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Back of Bates Technical College Transcript: 
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Academic Credits Example: American College of Education. Watch for Quarter or Semester 
courses! 
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Back of American College of Education: 
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Academic Credits Example: Grade Report is NOT an official transcript. Do NOT record 

credits from a grade report. 
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Academic Credits Example: College Changes Name. Albertson College is the College of Idaho. 
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Academic Credits Example: Evaluation of International Transcript. Note: If items are not 

clear to you, feel free to call or email them for clarification. They are quite helpful. In this example the 

dates for Year 1, Year 2 and Year 3 were not clear enough for us to determine if they were before or 

after earned degrees. See email on the next page. 
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Academic Credits Example: Ok to report degree from religious institution if it is accredited 

but if credits are completed 9/1/95 and after, you must determine if they meet one of the seven (7) 

course criteria and typically many do not. 
 

Email exchange between South Kitsap and Ross Bunda, OSPI 

Monday, August 20, 2001 9:40 AM 

Sent to:   Ross Bunda                 From:     Jenni Ballew, HR, South Kitsap 

Question: I have an individual with a Master’s Degree in Theology and a Master’s Degree in Divinity. I 

understand the Master’s Degree will count but my question concerns the credits. All of these credits 

were completed from 1969 to 1993, all before the 9/1/95 criteria were adopted. Under the previous 

criteria and according to the S 275 instructions, I cannot find any reason why these credits would not 

count. All are from a regionally accredited institution located within the US. All are applicable to a 

degree program. I have read through the entire credit section of the S-275 instructions and cannot find 

any other criteria that apply in this situation. 
 

My question for you is am I correct in my understanding that these credits will count? Thank you so 

much for your assistance. 
 

Response from Ross Bunda 

Monday, August 20th, 2001 10:06 AM 

YES. 
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Additional email verifying religious courses after 9/1/95 must meet criteria. 
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Watch for specific dates on transcripts and when the Course Criteria rule begins 
(9/1/1995): 
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Report the date of the first BA degree. Be sure to report credits after the first BA to the 2nd BA. At 

times, the two degrees have the same date. Just report the one date. Note of caution: If both BA 

degrees are conferred on the same date, no credits can be counted for the second BA degree. 
 
 
 

 
 
 
 

Academic Credits Example: Two BA Degrees 
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The old “FIFTH” year Credits 
 

 

 

 

Similar to what teachers do now with the residency and professional certificates, teachers 
completed a “fifth” year program after their BA degree. Colleges frequently counted credits 
that were prior to the date of the BA degree toward the “fifth year” program.  Teachers 
have questioned why we cannot report these credits.  The answer is that they were 
completed prior to the date of the first BA degree and we can only report credits after that 
first BA date.  The following letters are correspondence with OSPI about the fifth year 
issue. Fifth year or otherwise, no credits earned prior to the BA can be counted – 
period! 
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Sample Fifth Year Plan
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QUESTIONS 
 
 
 
 
 
 

ABOUT ACADEMIC 

CREDITS 
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IN SERVICE CREDITS- WAC 392-121-257 
 

 

CLOCK HOURS 
 
Rules applicable to clock hour credits include: 

 

1.  Credits must be a minimum of three (3) hours. 
2.  Credits are earned after August 31, 1987; and after the awarding or conferring 

of the employee's first bachelor's degree. 
3.  Credits are earned on or before October 1 of the year for which allocations are 

being calculated pursuant to this chapter. 
4.  Use the last date of the course as the “earned” date for the course; UNLESS 

specifically stated otherwise on the form. For example, ESD 105 for a period of 
time noted on their transcript that the earned date was the date the person paid 
for the course as they did not consider a course earned until payment was 

received. 
5.  There is no repeat restriction on clock hours. 
6.  Credits are earned where the provider is an OSPI approved clock hour 

provider FOR THAT YEAR!! On Form 1025 it is the “Provider” not OSPI just 
because it is on an OSPI form. 
http://www.k12.wa.us/certification/clockhours.aspx 

7. Clock hours MUST BE documented on the correct form.  Any deviation 
must be approved by OSPI, but be careful to indicate you are inquiring 
regarding S275 reporting and not for the purpose of certification 
renewal as they are two different rules. 

8.  Ten clock hours equals one quarter hour credit. 

9.  Each forty hours of participation in an approved internship with a business, 
industry, or government agency pursuant to chapter 181-83 WAC equals one in- 
service credit. No more than two in-service credits may be earned as a result of 
an internship during any calendar-year period. Each individual is limited to a 
maximum of fifteen in-service credits earned from internships. 

10. Credits below 100 level on a transcript from a regionally accredited academic 
institution may be reported in-service credits if they were completed between 
9/1/1987 and 3/8/1997. 

11. Continuing education units (CEUs), continuing education, and in-service earned 
under rules of other states are not reportable. However, certain continuing 
education courses recorded on academic transcripts may be reportable as a non- 
transfer credit. (Ex: SPU) 

12. Accumulate credits rounded to one decimal place.
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Clock Hour Example: Not an acceptable clock hour documentation form 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This Certificate of Completion could be used for your ESA staff that hold 
Washington State Department of Health licenses as noted on OSPI’s website, 
http://www.k12.wa.us/certification/LicenseHours.aspx.  If this type of 
document was used for ESA staff, it would need to include the following: 

1. Name of provider 
2. Name of person attending 
3. Name of course 
4. Date of course 
5. Number of hours earned 

 
Additionally, an ESA Clock Hour Verification Form should be completed and 
turned in with the document: 
http://www.k12.wa.us/certification/Certapp/4098V.pdf.  
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Clock Hour Example: Credits Online/ESD 114. Credits online Academic 
Record not acceptable documentation, but the ESD 114 Clock Hour form is 
okay.  
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Clock Hour Example: Bellevue School District.  Districts issuing transcripts 

must be approved to do so and are on OSPI’s website if approved; 

http://www.k12.wa.us/certification/ClockhoursDocumentation.aspx.)  Some 

transcripts may also indicate the approved course criteria item for listed courses.

S
27

5 
M

an
ua

l_
U

P
D

A
T

E
D

 2
01

8.
pd

f

http://www.k12.wa.us/certification/ClockhoursDocumentation.aspx


109 
 

Clock Hour Example: Seattle Pacific University. Colleges issuing transcripts must 

be approved to do so and are also listed on OSPI’s website if approved; 

http://www.k12.wa.us/certification/ClockhoursDocumentation.aspx.)  If it shows as 

CEU, it is a clock hour IF they are an approved Washington State clock hour provider.
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Clock Hour Example: WEA. NOTE: the signature of the provider is not 

provided. Invalid documentation. Cannot report!

S
27

5 
M

an
ua

l_
U

P
D

A
T

E
D

 2
01

8.
pd

f



111 
 

Clock Hours:  WAC 181-85-033 
 

 
CO NT IN UI NG E D UC A T IO N C R EDI T H O UR — DE FI NIT IO N —P RO FE S S ION A L 

GR OW T H T EA M CO NS UL T A T I ON A N D C OL L A BO RA T I ON —S C HO O L 

A L (1) Notwithstanding any provisions of this chapter to the contrary, for consultation and 
collaboration as a member of an approved professional growth team, as defined by 
WAC 181-78A-010 and 181-79A-030, members of a professional growth team, excluding the 
candidate, shall receive the equivalent of three (3) continuing education credit hours. 
The team member may not receive more than the equivalent of six (6) continuing education 
credit hours, as defined by this section, during a calendar year period. 

 

(2) A person holding a valid educational certificate pursuant to RCW 28A.410.010 shall 

receive the equivalent of ten (10) continuing education credit hours for serving on a 

school accreditation site visit team. The person may not receive more than the equivalent 

of twenty 20) continuing education credit hours during a calendar year period. 
 

(3)(a) Notwithstanding any provisions of this chapter to the contrary, individuals 

officially designated as a supervisor by a college/university, school district, 

educational service district, an approved private school, a state agency providing 

educational services to students or the superintendent of public instruction, a 

person holding a valid educational certificate pursuant to RCW 28A.410.010 shall 

receive the equivalent of thirty (30) continuing education credit hours for service as 

a supervisor. The person may not receive more than the equivalent of thirty (30) continuing 

education credit hours during a calendar year period. (b) The term "supervisor" shall mean 

individuals officially designated as a supervisor by a college/university, school district, 

educational service district, an approved private school, a state agency providing educational 

services to students, or the office of superintendent of public instruction for supervising the 

training of teacher interns, administrative interns, educational staff associate interns, and 

paraprofessionals. 
 

(4) A person holding a valid educational certificate pursuant to RCW 28A.410.010 shall 

receive the equivalent of forty-five (45) continuing education credit hours for 

completion of an assessment process as part of the National Board for Professional 

Teaching Standards certificate application. Upon achieving National Board certification, 

the individual shall receive the equivalent of an additional forty-five (45) continuing 

education credit hours for a total of ninety (90) continuing education credit hours per 

National Board certificate. 
 

(5) Notwithstanding any provisions of this chapter to the contrary, teachers who 

achieve the professional certification through the external assessment per WAC
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181-79A-206 will receive the equivalent of one hundred fifty (150) continuing 

education credit hours. 
 

(6) Notwithstanding any provision of this chapter to the contrary, individuals who receive 

in-service training or continuing education according to RCW 28A.415.020(6) in 

first peoples' language, culture and oral tribal traditions provided by a sovereign tribal 

government participating in the Washington state first peoples' language, culture and oral 

tribal traditions teacher certification program authorized under RCW 28A.410.045 shall be 

considered approved in-service training or approved continuing education under this section. 
 

(7) Notwithstanding any provision of this chapter to the contrary, individuals who serve as 

scorers for the Washington teacher performance assessment shall receive the 

equivalent of ten (10) continuing education credit hours for each four assessments 

scored, provided that an individual may not receive more than the equivalent of twenty (20) 

continuing education credit hours during a calendar year period. Additionally, individuals 

who receive initial training as scorers for the Washington teacher performance assessment 

shall receive the equivalent of ten (10) continuing education credit hours. 
 

(8) Notwithstanding any provision of this chapter to the contrary, individuals who serve as 

scorers for the Washington ProTeach Portfolio assessment shall receive the 

equivalent of ten (10) continuing education credit hours for completing one full 

scoring session during a calendar year, provided that an individual may not receive more 

than the equivalent of twenty (20) continuing education credit hours during a calendar year 

period. Individuals who receive initial training as scorers for the Washington ProTeach Portfolio 

assessment shall receive the equivalent of ten (10) additional continuing education credit 

hours.
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Clock Hour Example: Supervisor Form. Be sure to record the correct provider. Also, 
the number of hours available per year have gone from 20 to 30. 
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Email with David Brenna regarding how many clock hours can be earned. 
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Clock Hour Example: National Board Form. Use the Correct Form!
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If the National Board applicant does not apply  for these clock hours within seven 
years of earning the certificate, they no longer can apply for these clock hours.
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Ok to Repeat Clock Hours 
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WIAA is a valid clock hour provider 
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WIAA Hours can be combined if course # is same 
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ESD Clock Hour Transcripts are OK! 
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OSPI’s Form SPI 1126 – watch for changes on the form. 
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Technical Colleges are Approved Clock Hour Providers 
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Clock Hour Example: NOT a Valid Provider. This course was incorrectly posted in a 

review we did. The provider was not valid. 
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Clock Hours Not Allowed Prior to BA Degree 
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INSTRUCTOR AND CLOCK HOURS 
 
 

An instructor of a clock hour course can get clock hour credit 
for teaching the course – but only once. 
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QUESTIONS 

 
ABOUT 

 
             CLOCK HOURS 
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CONTINUING EDUCATION HOURS – CEU’s (IN-SERVICE) 
 

WAC 181-85-077: Educational staff associates may use credits or clock hours that satisfy 
continuing education requirements for state professional licensure toward fulfilling professional 
educator standards board continuing education certification requirements. 

 

Rules applicable to continuing education credits include: 
 

1.  Credits must be a minimum of three (3) hours. 
2.  Credits are earned after August 31, 1987; and after the awarding or conferring of the 

employee's first bachelor's degree. 
3.  Credits are earned on or before October 1 of the year for which allocations are being 

calculated pursuant to this chapter. 
4.  Use the last date of the course as the “earned” date for the course; UNLESS specifically 

stated otherwise on the form. 
5.  There is no repeat restriction on continuing education units. 

6.  Ten continuing education hours equals one quarter hour credit. 
7.  Accumulate credits rounded to one decimal place. 

 

Allows certain educational staff associates to use continuing education units (CEUs), credits, or 

clock hours that satisfy the continuing education requirements for their state professional health 

license, for Washington and any other state, as in-service credits. 
 

To be eligible, an educational staff associate must hold the following Washington State 

Department of Health license: 
 

    Licensed advanced registered nurse practitioner (ARNP) (WAC 246-840-360), 
    Licensed occupational therapist (WAC 246-847-065), 
    Licensed marriage and family therapist (counselor) (WAC 246-809-600), 

    Licensed mental health counselor (WAC 246-809-600), 
    Licensed physical therapist (WAC 246-915-085), 
    Licensed psychologist (WAC 246-924-230), 
    Licensed registered nurse (RN) (WAC 246-840-203, -204, & -205), effective 

January 1, 2011, 

    Licensed social worker (WAC 246-809-600), or 
    Licensed speech-language pathologist or audiologist (WAC 246-828-510). 

 
Educational staff associates with other than the above Washington licenses do not require 
continuing education to maintain their professional health license and may not use 
continuing education units (CEUs), credits, or clock hours accordingly. See website: 

 

http://www.k12.wa.us/certification/LicenseHours.aspx. 
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CEU Example: Bureau of Education & Research for an SLP
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CEU FORM. Can be attached to a single course or a group of courses. Form 4098V is 

required! OSPI: http://www.k12.wa.us/certification/Certapp/4098V.pdf
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QUESTIONS 
 
 
 
 
 
 

ABOUT 

CEU’s? 
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NON TRANSFER CREDITS (IN-SERVICE) 
 

As mentioned previously, one of the criteria for an academic credit is that the credit is 
transferable or applicable to a bachelor’s or more advanced degree program. 

 

It is this rule that causes us to determine that credits are “non-transfer credits” or 
NTC. Each college/university transcript lists courses by a course number. Typically on 
the back of the transcript there will be a description of the course numbers and the 
applicability of those course numbers to a “bachelors’ or more advanced degree”. 

 

In most cases, courses that are number 100, 200, 300, and 400 are all undergraduate 
and applicable to a Bachelor’s degree; and courses numbered 500, 600 are applicable 
to an advanced Master’s degree; and 700 or sometimes 800 are applicable to a 
Doctorate degree. You must read what is on the back of the transcript. 

 

However, we also often see courses number 808X, or 909, or 9902. This is the 

biggest flag that it is not likely the course will meet the requirements of being 

transferable or applicable to a bachelor’s or more advanced degree program. When 

reading the back of the transcript you will often see language that these courses 

“provided for the purpose of teacher education” or “provided for the purpose of 

professional development.”  You may also see language that the course MAY be 

applicable to a degree if approved by the registrar or some other source. MAY does 

not mean shall per the auditor. So that would be a non-transfer course. 
 

When you see a course, PE 2011 Walking for Fitness, which should be a red flag. 

Likewise, Educ 901X would be a red flag.  READ THE TRANSCRIPT. 
 

The key with these courses is that it has been determined you can report them as an 

in-service credit. HOWEVER, in-service credits did not come into being until September 

1, 1987. So you must make sure the course is on that date or after.  The course must 

also meet the WAC criteria for course
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“May be” is not “shall” – Emails with Ross Bunda & Dale Sando 
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Calculating and Reporting Non-Transfer Credits 

When you have determined a course is NTC rather than academic you will be reporting 

it as an “in-service” credit just like clock hours so you have to convert it to clock hours. 

For example 
 

1.  SPU, course 5011 for 2.0 Credits. This is a quarter credit school. So take 
2.0 x 10 and report 20 hours. 

 
2.  Chapman University, 2041G for 3.0 credits. This is a semester school. 

So first take 3.0 x 1.5 to equal 4.5 quarter hours then multiply that by 10 to 
report to report 45 hours. 

 

 
Colleges that typically have these non-transfer 

credits include but are not limited to: 
 

 

     Antioch-Seattle 
     Azusa Pacific 
     California Poly Technical 

     California State University, Monterey Bay 
     Chapman University 
     Fresno Pacific 

     Lewis and Clark (650-698) 
     Loyola Marymount 
     Marymount 
     Oregon State University (EXSS 800#) 

     Portland State University  (800 level) 
     Santa Clara University 
     Seattle Pacific University (5000 Credits 9/1/92 and thereafter) 

     Seattle University  (900 level Credits) 
     University of Fresno 
     University of LaVerne 

     University of the Pacific 
     University of Puget Sound – Clinical Affiliations 

     University of Santa Clara 
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NTC Example:  Seattle Pacific University beginning 9/1/1992 
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Sample of Non-Transfer Credits from Seattle Pacific University 
 
Notice how the Course Numbers are in the 5000 series. The number being in the 5000 

series should be a red flag. The back of this transcript and the letter on the previous page 

indicate courses in the 5000 series are not transferrable to a degree program as of 

September 1, 1992. If they otherwise meet the criteria and are after the BA, they can be 

recorded as an In-Service Credit. S
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Note: It is not uncommon to see 5000 series courses on a transcript where some are prior 

to 9/1/92 and some are after. In that case you will record some courses as quarter hours 

and others as in-service hours.
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Back of the SPU Transcript 

 
 
 
 
 
 
 
 
 
 
 
 

S
27

5 
M

an
ua

l_
U

P
D

A
T

E
D

 2
01

8.
pd

f



141 
 

NTC Example:  Chapman University. Notice how the Course Number is Ed/B 9929. 

The number being in the 9000 series should be a red flag. The back of this transcript 

indicates courses in the 9000 series are not transferrable to a degree program. 
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NTC Example:  University of the Pacific. 
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NTC Example:  University of the Pacific. 
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NTC Example:  University of the Pacific. 
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NTC Example:  California Poly Technical 
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NTC Example:  Antioch 
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NTC Example:  Chapman 
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NTC Example:  Back of Chapman 
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NTC Example:  Prior to 9/1/1987 – not allowable 
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NTC Example:  Fresno Pacific 
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NTC Example:  Lewis & Clark 
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NTC Example:  Oregon State 
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NTC Example:  Seattle University 900 Level Courses 
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NTC Example:  Portland State 
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NTC Example:  Santa Clara 
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NTC Example:  Below 100 
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QUESTIONS 
 
 
 
 
 
 

ABOUT 
 
 
 
 
 
 

NON-TRANSFER CREDITS 
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NON DEGREE CREDITS 
 

Rules applicable to non-degree credits 
 

 

1.  Zero credits shall be recognized for persons holding a valid certificate other 
than a certificate included in 2 or 3 below. 

2.  Thirty credits shall be recognized for persons holding a valid continuing or 
standard school nurse certificate. 

3.  Persons holding valid vocational/career and technical education certificates 

shall accumulate recognized credits as follows: 
a.  One credit for each one hundred clock hours of occupational experience 

subject to the following conditions and limitations: 
i.  Clock hours of occupational experience used in determining non- 

degree credits must be earned after meeting the minimum 
vocational/career    and    technical    education    certification 
requirements of three years (six thousand hours), regardless of 
when the initial certificate is issued and regardless of type of 
vocational/career and technical education certificate held. 

ii.  Non-degree credits based on occupational experience shall be 

limited to a maximum of twenty credits per calendar year. 
b.  One credit for each ten clock hours of vocational/career and technical 

education educator training meeting the requirements of WAC 181-77- 
003 (2), (9), or (12).  Clock hours of vocational/career and technical 
education educator training used in determining non-degree credits 
must be earned after meeting the minimum vocational/career and 
technical education certification requirements as established in WAC 

181-77-041 (1)(b) and (c), regardless of when the initial certificate is 
issued and regardless of type of vocational/career and technical 
education certificate held. 

4.  Credits  earned  after  September  1,  1995,  must  satisfy  the  additional 
requirements of WAC 392-121-262. 

5.  Accumulate credits rounded to one decimal place. 

6.  For the following degree types, there are non-degree credit limitations: 

    S type, report only eligible non-degree credits determined by WAC 392- 

121-259(1) and (2). Staff with highest degree type S may have either 

30 non-degree credits or zero non-degree credits only. 

    V type, report only eligible non-degree credits determined by WAC 
    392-121-259(3). 
    H type, eligible non-degree credits are determined by WAC 392-121- 

259(3) and are limited by WAC 392-121-261(1)(b). 
 

Additional information and examples for non-degree credits will be discussed in the 
Vocational/CTE section.
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CALCULUATE EDUCATIONAL PLACEMENT 

EXCESS CREDITS RULE 
 

Once an advanced degree is earned (MA, Educational Specialist, PhD), a calculation 

must be made to determine the “credits in excess” of the BA degree.  Where the 

number of credits past the BA exceed 45, those credits will count as being earned 

after the MA degree, even though they were taken before. 
 

BA Degree                6/15/99 

MA Degree               8/31/08 
 

Add up Credits from BA to MA: 52.5 

Subtract 45 -  45.0 

Result: 7.5 

Placement:   MA + 7.5, MA 0 Column 
 

 
 

BA Degree                6/15/99 

MA Degree               8/31/08 
 

Add up Credits from BA to MA: 97.0 

Subtract 45 - 45.0 

Result: 52.0 

Placement:   MA + 52.0, MA 45 Column 
 

 
 

BA Degree                6/15/99 

MA Degree               8/31/08 
 

Add up Credits from BA to MA: 146.0 

Subtract 45 - 45.0 

Result: 101.0 

Placement:   MA + 101.0, MA 90 Column 
 

 
 

BA Degree                6/15/99 

MA Degree               8/31/08 

Add up Credits from BA to MA:                                          42.0 

Subtract 45                                                                 -    45.0 

Result:                                                                        -     3.0 

Placement:   MA + 0, MA 0 Column (A negative = 0)
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MORE HOMEWORK TIME. Count the degrees and credits on these documents. 
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FILE REVIEW – Credits 
 

Employee: 
 

 

Degree 
 

Institution 
 

Date 

   

   

 

Credits After BA Degree 
 

 

Academic Institution 
 

Credits 
   

Clock Hour Provider 
 

Credits 

      

      

 

Credits After BA Degree and up to MA Degree - Summary 
 

 
Total Academic Credits Since BA Degree: 

 

 
Total In-Service Credits Since BA Degree: 

 

 
TOTAL CREDITS SINCE BA DEGREE: 

 

  
 

If MA Degree, Subtract 45 
 

 
Excess Credits to MA 

 

 

Credits after MA Degree 
 

 

Academic Institution 
 

Credits 
   

Clock Hour Provider 
 

Credits 

      

      

 

Credits After MA Degree – Summary 
 

 

Total Academic Credits after MA Degree 
  

 

Total In-Service Credits after MA Degree 
 

 

TOTAL ACTUAL CREDITS AFTER MA DEGREE 
 

 

Add Excess if Applicable. TOTAL CREDITS AFTER HIGH DEGREE: 
 

  
High Degree 

 
Credits After High Degree 

 
Placement 

 
Started 

   

 
Changes +/- 

   

 
Ended 

   

 

Reviewed by                                                                                             Date  
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CREDITS REVIEW GUIDELINES 
 

Academic Transcripts 
 

     Confirm employee name on transcript. 
 

     Verify the transcript document is official. 
 

     Verify the institution is accredited (e.g. Center Graduate College is NOT) 
 

     Check for Degree Confirmation.  Highlight the degree type and degree date. 
 
 Highlight each course after initial BA degree. If more than one BA, count from first BA. Place a 

check mark on the course number and a check mark next to the grade; checking to ensure 
courses are over 100 and the grade shows a completed grade. 

 
 When checking the course number check to ensure the course meets the academic course 

requirements (e.g. is transferrable to a BA or higher degree). 
 
 If the course number is below 100 it can only be reported if it was completed between 9/1/87 

and 3/7/95 and then must be reported as an in-service credit not an academic credit. 
 

     Check to ensure the course has not been repeated unless OK by the Institution (e.g. look for an 
“I” on SPU transcripts) 

 
 Determine the type of Credit: QTR, SEM, Unit, NTC (Non-Transfer to Academic Degree). Can only 

record NTC if 9/1/87 and thereafter. All NTCs are recorded as In-Service credits not academic 
credits. 

 

     If Bates Technical the credits can be both Academic Hours or Clock Hours (16.5:1) 
 

     Foreign County: If Foreign Country, make sure there is a translation service document. 
 

     Show work on transcript, including conversions 
 
 

Master’s Degree 
 
     Check for Degree Confirmation Date and Highlight. Date and Credits for the quarter or semester. 

Record as before the actual MA issued date. 
 

     Calculate Excess Credits (BA + total – 45 = Excess; negative result = 0) 
 
 

Clock Hours 

 
 Highlight provider name. Check to ensure for the specific school year the provider is on the 

approved OSPI list. Note: Just because it is an OSPI form, doesn’t mean that OSPI is the provider. 
Check the “sponsoring provider” name. WIAA is OK 

 
 Highlight the course title, number of hours actually earned, course end date and highlight or 

check that the provider has signed and the employee has confirmed the earned hours. Show 
conversion work on the clock hour form (e.g. = .60 Qtr Date/Initials). 

 

     It is OK to repeat clock hours, no restrictions 
 
 

Course Approvals 
 
     Verify Course Approvals exist for all courses 9/1/95 and after. 
    Use of the WAC stamp or other district approval for missing approvals.

S
27

5 
M

an
ua

l_
U

P
D

A
T

E
D

 2
01

8.
pd

f



169 

 

 
 
 
 
 

 

QUESTIONS 
 
 
 
 
 
 

ABOUT 

CREDITS 
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      SECTION 5 
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WAC 392-121-264. DEFINITION – CERTIFICATED YEARS OF EXPERIENCE 

 

 

.E 
 
Regardless of the experience factors used by a school district for the purposes of its salary schedule(s), as used in this 

chapter, the term "certificated years of experience" means the number of years of accumulated full-time and 

part-time professional education employment prior to the current reporting school year in the state of 

Washington, out-of-state, and a foreign country. School districts shall report all certificated years of experience 

including those beyond the experience limit of the school district's salary schedule. 
 

(1) Professional education employment shall be limited to the following: 
 

(a) Employment in public or private preschools or elementary and secondary schools in 

positions which require certification where: 
 

(i) Schools include the Centrum education program, the Pacific Science Center education program, educational 

centers authorized under chapter 28A.205 RCW, and Seattle Children's Hospital education program; 
 

(ii) Certification means the concurrent public professional education licensing requirements established in 

the state, province, country, or other governmental unit in which employment occurred and which, for the state 

of Washington, refers to the certificates authorized by WAC 181-79A-140 and temporary permits authorized by 

WAC 181-79A-128; 
 

(b) Employment in public or private vocational-technical schools, technical colleges, community/junior 

colleges, colleges, and universities in positions comparable to those which require certification in 

Washington school districts; 
 

(c) Employment in a governmental educational agency with regional administrative responsibilities for 

preschool, elementary, and/or secondary education including but not limited to an educational service district, 

office of superintendent of public instruction, or United States department of education in any professional 

position including but not limited to C.P.A., architect, business manager, or physician; 
 

(d) Experience in the following areas: 
 

(i) Military, Peace Corps, or Vista service which interrupted professional education employment 

included in (a), (b), or (c) of this subsection; and 
 

(ii) Sabbatical leave. 
 

(e) For non-degreed vocational/career and technical education instructors, up to a maximum of six years of 

management experience as defined in WAC 181-77-003(6) acquired after the instructor meets 

the minimum vocational/career and technical education certification requirements of three years (six 

thousand hours) established in WAC 181-77-041 (1)(a)(i), regardless of when the initial certificate is issued 

and regardless of type of vocational/career and technical education certificate held. If a degree is obtained while 

employed in the state of Washington as a non-degreed vocational/career and technical education instructor, the 

eligible years of management experience pursuant to this subsection reported on Report S-275 prior to the awarding 

of the degree shall continue to be reported but shall not increase. 
 

(f) Beginning in the 2007-08 school year, for occupational therapists, physical therapists, nurses, speech- 

language pathologists, audiologists, counselors, psychologists, and social workers regulated under Title 

18 RCW, years of experience may include employment as occupational therapists, physical therapists, nurses, 

speech-language pathologists, audiologists, counselors, psychologists, and social workers, that does not otherwise 

meet the requirements of (a) through (e) of this subsection, subject to the following conditions and limitations:(i) 

Experience included under this subsection shall be limited to a maximum of two years. 
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(ii) The calculation of years of experience shall be that one year of experience in a school or other non-school position 

counts as one year of experience for the purposes of this subsection, per subsection (2)(a) of this section. 
 

(iii) Employment as occupational therapists shall be limited to the following: 
 

(A) In positions requiring licensure as an occupational therapist under Title 18 RCW, or comparable out-of- state 

employment; and 
 

(B) While holding a valid occupational therapist license, or other comparable occupational therapist credential. 
 

(iv) Employment as physical therapists shall be limited to the following: 
 

(A) In positions requiring licensure as a physical therapist under Title 18 RCW, or comparable out-of-state 

employment; and 
 

(B) While holding a valid physical therapist license, or other comparable physical therapist credential. (v) 

Employment as nurses shall be limited to the following: 

(A) In positions requiring licensure as a registered nurse under Title 18 RCW, or comparable out-of-state 

employment; and 
 

(B) While holding a valid registered nurse license, or other comparable registered nurse credential. (vi) 

Employment as speech-language pathologists or audiologists shall be limited to the following: 

(A) In positions requiring the same or similar duties and responsibilities as are performed by speech-language 

pathologists or audiologists regulated under Title 18 RCW; and 
 

(B) After completion of the minimum requirements for conditional certification as a school speech-language pathologist 

or audiologist established in WAC 181-79A-231(1)(c)(iv). 
 

(vii) Employment as counselors shall be limited to the following: 
 

(A) In positions requiring the same or similar duties and responsibilities as are performed by counselors regulated 

under Title 18 RCW; and 
 

(B) After completion of the minimum requirements for emergency certification as a school counselor established 

in WAC 181-79A-231(3). 
 

(viii) Employment as psychologists shall be limited to the following: 
 

(A) In positions requiring the same or similar duties and responsibilities as are performed by psychologists regulated 

under Title 18 RCW; and 
 

(B) After completion of the minimum requirements for emergency certification as a school psychologist established 

in WAC 181-79A-231(3). 
 

(ix) Employment as social workers shall be limited to the following: 
 

(A) In positions requiring the same or similar duties and responsibilities as are performed by social workers regulated 

under Title 18 RCW; and(B) After completion of the minimum requirements for emergency certification as a school 

social worker established in WAC 181-79A-231(3). 
 

(x) Certificated years of experience as occupational therapists, physical therapists, nurses, speech-language 

pathologists, audiologists, counselors, psychologists, and social workers, determined pursuant to this 
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subsection and reported on Report S-275, by teachers and other certificated staff who are no longer 

employed as occupational therapists, physical therapists, nurses, speech-language pathologists, audiologists, 

counselors, psychologists, and social workers, shall continue to be reported but shall not increase. 
 

(2) Years of full-time and part-time professional education employment prior to the current reporting school 

year are accumulated as follows: 
 

(a) For each professional education employment which is not employment as a casual substitute pursuant to subsection 

(1)(a) of this section; 
 

(i) Determine the total number of hours, or other unit of measure, per year for an employee working full-time with 

each employer; 
 

(ii) Determine the number of hours, or other unit of measure, per year with each employer, including paid leave and 

excluding unpaid leave; 
 

(iii) Calculate the quotient of the hours, or other unit of measure, determined in (a)(ii) of this subsection divided by 

the hours, or other unit of measure, in (a)(i) of this subsection rounded to two decimal places for each year. 
 

(b) For professional education employment as a casual substitute pursuant to subsection (1)(a) of this section: 

(i) Determine the total number of full-time equivalent substitute days per year; 

(ii) Calculate the quotient of full-time equivalent days determined in (b)(i) of this subsection divided by 180 rounded 

to two decimal places for each year. 
 

(c) No more than 1.0 year may be accumulated in any traditional nine-month academic year or any twelve-month period. 

(i) Accumulate, for each year, professional education employment calculated in (a)(iii) and (b)(ii) of this subsection. 

(ii) Determine the smaller of the result in (c)(i) of this subsection or 1.00 for each year. 

(d) Determine certificated years of experience as the accumulation of all years of professional education employment 

calculated in (c)(ii) of this subsection and report such years rounded to one decimal place.
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Helpful table to review experience types. 
 

 

Types 
 

 

Professional 
 
Public or Private School 

 

School districts/systems and APPROVED State Private Schools 
 

*Get WA Private School list from OSPI annually; 

http://www.k12.wa.us/privateed/PrivateSchools/default.aspx 
 

*Schools include Centrum, Pacific Science Center Education Program and Educational 

Centers authorized under 28A.205 RCW 
 

*POSITION requires certification (concurrent public professional education licensing 

requirements established in that state, province, country or government unit). 
 

*Includes Emergency Certification or other Temporary Permits in Washington 

 

Professional, Public or Private 

Voc-Tech School, Tech 

College, Community/Jr 

College, Colleges, Universities 

 

In POSITION comparable to those which require certification in Washington school 

districts. 

 

Professional 
 
Governmental Educational 

Agency 

 

With Regional Administrative Responsibilities for preschool, elementary and/or 

secondary education 
 

Includes but not limited to, ESDs, OSPI, US Dept. of Education in any professional 

position including but not limited to CPA, architect, business manager or physician. 

 

Military, Peace Corps or Vista 

Service 

 

Which INTERRUPTED Professional Educational Employment 

 

Sabbatical Leave 
 

Including Sabbatical Leave to serve as Union President 

 

Non-Degreed Vocational 
 

Up to six (6) Years Management Experience 
 

*After min. 6000 hours occupational experience regardless of when initial certificate 

issues 
 

*Must be management experience and documented 

 

ESA Experience 
 

New as of 07-08: Up to two (2) years if rules are met. 
 

See the ESA Summary Table in the S275 Instructions. 
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REVIEWING EXPERIENCE RECORDS 

 

1.  Review the application for employment to determine the individual’s employment record. 
 

2.  Make a list of the previous employers. Review this information with the employee. 
 

3.  Work with the employee to have a Verification of Employment form sent to each prior employer 
where experience credit may be granted. Never grant credit without a completed experience 
verification form on file. 

 

 

4.  You may wish to create different forms for Regular, Private Schools, College/University, 
Vocational and ESA verifications. 

 
5.  When you are verifying experience from a former Washington State School District, you may also 

ask that district if they are willing to send the employee’s official transcripts to you. This is 
permissible according to the Attorney General. You will want that district to send you the 
originals with a cover letter indicating that the transcripts were the official ones on file in their 
district. Additionally, you will need to ask the prior school district to transmit to you any course 
approval forms they have processed for that employee where the courses were taken 9/1/95 and 
thereafter while they were employed with that district. It is a requirement under the law that the 
prior Washington State school district sent those Course Approval forms to you. 

 
6.  Consider revising your verification form to include the contract status and position name while 

employed, particularly for Washington school districts. This will help when you are determining 
what type of contract you will issue to the new hire and will also help when you are reviewing 
the expiration date of the residency certificate and highly qualified status. 

 

 

7.  Only when you have received a verification of experience should you proceed with calculating 
the experience record. 

 
8.  The next step is to perform the calculation and it is a simple fraction, where the numerator is 

the actual number worked and the denominator is what constitutes a full FTE.  Here are several 
examples: 

 

Example 1:       Numerator: 7.5 hrs x 182 days = 1,365 hours = 1.00 FTE 

Denominator: 7.5 hrs x 182 days = 1365 hours   

 

Example 2:       Numerator: 7.5 hrs x   92 days =  690 hours = 0.51 FTE 

Denominator: 7.5 hrs x 182 days = 1365 hours   

 

Example 3:       Numerator:      4.25 hrs x 91 days = 386.75 hours        = 0.28 FTE 

Denominator:               7.5 hrs x 182 days = 1365 hours 
 

When verifying for a college/university you have to ascertain what constitutes “full time” or 

the denominator.  For example, the verification form might indicate that the employee taught 

a 5 credits class each quarter for 3 quarters that year.  You will have to ask the college “what 

do you consider to be full time?”  That answer might be that full time would be a person who 

teaches 10 credits for 4 quarters. In that case your denominator becomes 40 (10 credits x 4
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quarters) and your numerator is what the person worked (5 x 3 = 15). In this case the 

example is then calculated as: 
 

Example 4:       Numerator: 5 credits x 3 quarters = 15  = 0.38 FTE 

Denominator: 10 credits x 4 quarters = 40  

 

9.  In the case of a Substitute, 180 days is ALWAYS the denominator. This is pursuant to the 275 
rules. Please be very careful when recording substitute experience as several states no longer 
require substitutes to have a teaching certificate and that experience would not be reportable 
(Montana, Idaho, Georgia, California, New York are some examples). For those employees that 
work less than 1.0 FTE for you in a year, you might want to check your payroll records for 
substitute or summer school/extended school year experience and post that for them. 

 

 

10. Military experience that did not interrupt the employee’s educational employment cannot be 
counted. 

 
11. You must be careful with private schools.  In order to credit this experience the POSITION must 

require a certificate, whether the employee held one or not. So this information must be shown 
on your verification form. You must also be certain the employer met the definition for “private 
school” 

 
12. Be careful with experience for ESA staff (psychologists, nurses, OT, PT).  Generally speaking 

experience working in a clinic or some educational agency will not count. That experience only 
counts if 1) the agency actually is approved in that state to award diplomas and/or otherwise 
operate like a regular school or 2) the person was teaching (e.g. a Nurse who as an instructor of 
Nurses). The 275 guidelines provide some excellent examples of this rule. You should seek 
assistance if you are not familiar with these rules. Of course, you can now count up to two (2) 
years actual ESA experience but mistakes are made where ESA like experience is counted as 
regular certificated experience. 

 
13. For vocational teachers that either do not have a degree or the degree is incidental and you are 

reporting them as “V” – you may grant up to six (6) years of experience, BUT – this experience 
must be related to the assignment and it must be a management or management-related 
position. Be sure to review the 275 rules for this carefully before granting such experience. 
Vocational staff can also have experience converted to non-degree occupational credits. Again 
these rules are specifically detailed in the 275 instructions. You should seek assistance if you are 
not familiar with these rules. 

14. Be sure to show your mathematical calculations directly on the verification form so an auditor 
can track your work. 

 
15. If you have questions about information provided by a former employer you may contact that 

employer by telephone or email to obtain clarification to your information and note that on your 
form. However, according to a recent audit in a district, you must then also obtain a corrected 
verification form from that prior Review the Verification Form to ensure that the position 
required a teaching certificate if required for that type of experience (the form should be 
marked YES). If this area is blank, contact that prior employer to ascertain this information.  If 
the prior employer was not a school district, then you must determine if the position 
the person was employed in was equivalent to a position that requires a certificate
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in our public schools. 
 
16. Mark up the verification form document. Highlight each record. If not broken out by year, then 

break it out. For example if it is verified as 1999-00 to 2003-04, hand write out each year. Many 
mistakes are made by not doing this task. 

 
17.  Check the data very carefully and then prepare your calculations. 

 
18. Be careful not to exceed 1.0 in any given year. This is another reason it is important to make a 

record that reflects each individual year of employment, especially when verifications are from 
multiple employers for the same years. 

 
19.  Be sure to post Leave without Pay. 

 
20.  Post additional experience for less than 1.0 FTE staff (in allowed position). 
 
Item B.7 Notes from S275 instructional book: 

1. Eligible professional education experience must meet the requirements of WAC 392-121-264. 
In general, for professional education experience eligibility rules regarding: 

 Employment in P–12 schools, refer to subparagraph (1)(a). 

 Employment in higher education, refer to subparagraph (1)(b). 
 Employment in government education, refer to subparagraph (1)(c). 
 Employment interruptions, refer to subparagraph (1)(d). 
 Employment in industry, refer to subparagraph (1)(e). 
 Employment as educational staff associates in nonschool positions, refer to subparagraph 

(1)(f). 
2. For persons with highest degree type S, B, G, M, or D, experience eligibility is limited to the 

requirements of WAC 392-121-264(1)(a), (1)(b), (1)(c), and (1)(d). 
3. Occupational experience eligibility is limited to persons reported with highest degree types V 

in accordance with WAC 392-121-264(1)(e). 
4. For persons with highest degree type H, experience eligibility is limited to the requirements of 

WAC 392-121-264(1)(a), (1)(b), (1)(c), and (1)(e). Individuals reported with degree type H 
retain any certificated experience recognized from industry experience when they were 
reported with degree type V, but may not accrue any additional certificated experience 
converted from industry experience. 

5. Employment may be in Washington, out of state, or in a foreign country. 
6. Employment excludes time on unpaid leave. 
7. Report all years of experience, including those beyond the experience limit of the district’s 

salary schedule. 
8. No more than one year of experience may be accumulated in any traditional nine-month 

school year or any 12-month period. For example, if a certificated instructional employee 
works a 1.0 FTE assignment and also works as a substitute teacher for another district during 
the same 12-month year, that employee may not accumulate more than one year of 
experience for that 12-month period. 

9. Any hours for an employee which exceed 1.0 FTE for that employee are not reported and do 
not have to be documented. 

10. In-district full-time hours per year equal the number of hours in a full-time day times the 
number of full-time days per school year (e.g., 7.5 x 180 = 1,350). 
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11. If an employee is in a position that is part-time or the employee took unpaid leave during the 
year, determine the years of experience accumulated for that year as the quotient of the 
number of hours actually worked to the number of hours in the full-time year. 

12. Out-of-district full-time hours per year are determined by the former employer except for 
experience counted under WAC 392-121-264(1)(e) in which full-time hours per year equal 
2,000. Hours in excess of 2,000 per year may not be carried forward to the next year. 

13. Substitute days are accumulated as part-time professional education employment, subject to 
the one year of experience in a 12-month period limitation explained in note 8 on page 47. 
Calculate years of experience for substitute days by dividing the accumulated number of full-
time substitute days by 180. 

14. Partial substitute days are accumulated as part-time professional education employment, 
subject to the one year of experience in a 12-month period limitation explained in note 8 on 
page 47. The number of hours in a full day is determined by the employing district. To 
calculate years of experience for partial substitute days: 
Step 1.  Determine the accumulated number of full-time substitute days by dividing the 

hours of the day worked by the number of hours in a full day. 
Step 2.  Divide the accumulated number of full-time substitute days by 180. 

15. Rounding: Accumulate full- and part-time employment rounded to two decimal places and 
report such years to one decimal place. (See the discussion of rounding on page 15.) 

16. Learning centers: Sylvan Learning Center and Huntington Learning Center are not approved 
private schools pursuant to chapter 28A.195 RCW and chapter 180-90 WAC, nor are they 
certified education centers pursuant to chapter 28A.205 RCW and chapter 392-185 WAC. 
Employment in these centers does not meet the criteria in WAC 392-121-264(1)(a). 

17. Private schools: To determine whether a school is a state-approved private school pursuant to 
chapter 28A.195 RCW and chapter 180-90 WAC, contact OSPI Office of Private Education at 
360-725-6433. A current list of approved private schools is available on the OSPI website at 
the following location: http://www.k12.wa.us/PrivateEd/18.  

18. Education centers deal with credit retrieval for high school dropouts pursuant to chapter -
28A.205 RCW and chapter 392-185 WAC. 

19. Employment documentation obtained under previous rule WAC 392-121-280 is grandfathered. 
Experience reported through the S-275 reporting process for the 1993–94 or previous school 
years may continue to be documented pursuant to WAC 392-121-280(5)(a). 

20. If documentation of employment cannot be supported by normal “third party” evidence 
meeting the criteria in WAC 392-121-280(5)(b), such as in situations of self-employment or 
employment with an employer that has gone out of business, documentation of employment 
should be supported by other evidence, such as: 

 tax returns 

 business license 
 bonding insurance 
 social security records 

The following documents are usually considered to be insufficient evidence of employment: 

 resumes 
 job applications 
 sworn affidavits
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EXPERIENCE VERIFICAT ON FORMS 
 
 
 
 
 
 
 
 

Samples of a variety of experience verification forms are provided in this 

section. We highly recommend that you develop form specific to the 

type of employment being verified. It will help tremendously in obtaining 

the required information for each employment type. 
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9401 Sharon Drive 

Everett, WA 98204 
(425) 356-1322 / FAX (425) 356-1329 

 

REQUEST FOR VERIFICATION OF PROFESSIONAL EMPLOYMENT 

To:   
 

School District Name: 

Street Address: 

City / State / Zip: 

 

From:  
 

Mukilteo School District 

9401 Sharon Drive 

Everett, WA 98204 

  

The following individual is employed by the Mukilteo School District and has reported previous professional 

employment with your district.  Please complete the information requested on the reverse side of this form.  Thank 

you for your assistance in establishing an accurate service record for this employee. 

 

Personal Data (to be completed by employee) 

 

Name:  

Other Name(s):  

SSN:  

Position:  

School:  

Approximate Dates:  
 

I authorize the release of all information requested on the Verification of Professional Employment to  

Mukilteo School District No. 6. 

 

 

 

Employee Signature: Date: 
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SAMPLE VERIFICATION – COLLEGE/UNIVERSITY 
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Signature of Supervisor or Designee Title Date Phone Number 

Agency Name Street Address City State              Zip 

 

SAMPLE VERIFICATION – PRIVATE SCHOOL 

 
 
Instructions 

 
1.      List position(s) chronologically by year. Use one line for each calendar year or change in status. 

 
Call xxx-xxx-xxx for help. 

 
2.      Circle Yes or No indicating whether an occupational license was required for the position. 

  
3.      List start/end service dates.  Dates must be annual between September 1st and August 31st. 

  
4/5.  List the number of days and the number of hours that constituted a full year (100%) for an employee in this position that year, 

  
6/7/8.  List the exact number of days (rounded to ¼ day) and hours this employee was actually paid for services in the listed position. 

 

1 
 

2 

 

3 
 

4                        5 
 

6                         7                           8 
 

 
POSITION 

Grade/Level 

Subject 

 
Certificate 

Required 

Yes/No* 

 
Dates of Service 

between 9/1 and 8/31 

MM/DD/YYYY 

 
Number of                     Number of 

Paid Days in                  Paid Hours in 

Full-time Year                Full-time Day 

In Your District              In Your District 

 
Number of                 Number of Contract    Total Hours 

PAID PAID Days                 Hours Per Day           (Col 6 x  

Col 7) 

 
Do Not Use 

District Verification of 

FTE awarded. 

 

EX: 1. Teacher, MS 

Science 

EX: 2. Counselor 

 

Yes or No 

 
Yes or No 

 

9/13/86-6/12/87 

 
10/1/95-12/31/95 

 

180                         7 

 
180                         8 

 

173                         7.0                  (173x7=) 1211.00 
 

42                         8.0                  (42x78=) 336.00 

 

      

      

      

        

Is your school/organization a state approved or otherwise approved private school?           Yes          No If yes, please 
describe that approval: 

 
 

 

*Certificate required. To answer yes, the position the person was employed in must have required a state teaching 

certificate and the person must have held valid certification during those periods of employment. I certify that all information 
listed above is complete and correct according to the official records on file. 
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SAMPLE VERIFICATION – District/Educational Agency  
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VERIFICATON OF EMPLOYMENT EXPERIENCE FOR                   (Name) 
 

 
FOR AUDIOLOGISTS IN NONSCHOOL POSITIONS: 

 
To be completed by administrative official in charge of records 

Dates of Service: Please use separate line for each year or change in status. 

 
Please use a fiscal calendar of September through August for each year reported. 

 

Clearly identify leave of absence periods 

RCW 18.35.010 Definition - "Audiology" means the application of principles, methods, and procedures related to hearing and the disorders of two related language hearing and 
 

speech disorders, whether of organic or nonorganic origin, peripheral or central, that impede the normal process of human communication including, but not limited to, 

disorders of auditory sensitivity, acuity, function, processing, or vestibular function, the application of aural habilitation, rehabilitation, and appropriate devices including fitting 
and dispensing of hearing instruments, and cerumen management to treat such disorders. 

  
 

 
Dates of   Service 

FROM   TO 

Mo/Day/Yr   Mo/Day/Yr 

 

 
 
 
 

Position Title 

 
 
# of Work Days 
per year in Full- 
Time Position in 

your 

Facility 

 
 

# of Work 
Hours per Day 
in Full-Time 

Position in your 

Facility 

 
 
 

Actual # of Days 
Paid to this 
Employee* 

per year listed 

 
 
 

Actual # of 
Hours per day 

Paid to this 

Employee** 

Did the position 
meet the criteria 

of the state 
definition of 
Audiology 
above? 

Yes   or No 

  

 

Ex 1: 9/3/96 
 

8/31/1997 Audiologist 260 8 260 8 
 

Yes 
Ex 2: 
11/1/01 

 
6/15/2002 

 

Audiologist 
 

195 
 

7.5 
 

260 
 

8 
 

Yes 

        

        

        

* Actual number of Days Employed to include all paid personal/sick leave taken as work days during the year.  

** Actual number of Hours Per Day to indicate the number of hours in the employee's normal work day. 

I certify that all information listed above is complete and correct according to the official records on file. 

 
Agency Name 

  
Address and City, State, Zip 

Signature of 

Supervisor or 
Designee 

 

 
Title 

 

 
Date 

 

 
Phone Number 

Agency 

Name 

  
Street Address 

 
City, State, Zip 

 

 

SAMPLE VERIFICATION – ESA EXPERIENCE 
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Sample Cover Letter for ESA 
 

To Whom It May Concern: 
 

 
 
 

The Washington State Legislature has passed legislation allowing staff who serve in certificated support 

positions (known in Washington as “Educational Staff Associates”) to be awarded previous non-school district 

certificated experience towards salary placement. 
 

However, they are very specific about the information required to document this experience. We must verify 

the actual hours paid to the employee, and the hours that an employee would be paid if they had worked full 

time. This verification must be completed for each year individually. 
 

Attached is a form requesting verification of employment for the person listed below, who has 

indicated prior employment with your organization. 
 

 

Name of Prior Employee 
 

 

Position Held and Estimated 

Dates of Employment 

 

 

Social Security Number 
 

 

We appreciate your time and effort in completing this verification as it is important to the salary 

placement of this new hire. Please return the completed form to: 
 

Anytown School District 

1122 Main St 

Main, WA 98011 
 
If you have any questions, please contact Human Resources at 111-111-1111. 

Sincerely,
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EXPERIENCE VERIFICAT ON E SA 
 

 

The following table may be used as a guide to determine whether previous nonschool, or more 
accurately, non-certificated employment by ESAs is equivalent to certificated school employment 
pursuant to WAC 392-121-264(1)(f). 

 Row (4) identifies the “least restrictive certificate” (minimum certification requirement) to work as 
a school ESA in the various ESA categories. 

 Row (7) identifies the “least restrictive criteria-1” (minimum nonschool employment requirement) 
for the first three ESA categories, which require the applicable health credential in Washington 
state. Nonschool employment must have been in positions requiring licensure as occupational 
therapist, physical therapist, or registered nurse. 

 Row (8) identifies the “least restrictive criteria-2” (minimum nonschool employment requirement) 
for the other ESA categories, which do not require the applicable health credential in Washington 
state (health credentialing is voluntary, rather than mandatory). Nonschool employment must 
have been after meeting the minimum education requirements for the applicable “least restrictive 
certificate” for speech language pathologist or audiologist, counselor, psychologist, or social 
worker. 

 

ESA Table. Print this table and attach it to any verification of ESA experience. 

Highlight/check the items to ensure the employee has met the minimum requirements 

for this experience. 
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Alternately, you can create a document for each ESA type to attach to the experience 

form. 
 

ESA Verification Document 
 

 
 
 

Employee Name:     
 

Employed in Position: OCCUPATIONAL THERAPIST 
 

Date:    
 

Name of District Representative:    
 

  

Item 
 

Requirement Level 
 

Employee Information 
 

1 
 

ESA Duty Title 
 

Occupational Therapist 
 

 

2 
 

Duty Root 
 

43 
 

 

3 
 

OSPI/PESB Education 

Requirement 

 

ESA Certificate 
 

 

4 
 

Type of OSPI/PESB 
Certificate (“Least 

Restrictive” 

 

Initial ESA 
 

 

5 
 

Authority for 

OSPI/PESB Certificate 

 

WAC 181-79-A-223(2) 
 

 

6 
 

Department of Health- 

Authority 

 

RCW 18.59 
 

 

7 
 

Health Credential 
 

License Required 
 

 

8 
 

Education Required 

for Type of OSPI/PESB 
Certificate (“Least 
Restrictive” Criteria-2) 

 

Bachelors (or higher) in 

Occupational Therapy 
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Experience Example: ESA Experience – Backing into Hours using Wage Data. You 

may utilize business licenses, tax information, social security earnings and other 

documents to supplement a verification of employment to determine the actual 

hours worked.
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Experience Example: ESA Experience – Backing into Hours using Wage Data 
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EXPERIENCE VERIFICAT ON – PRIVATE SCHOOLS 
 

 

You must be careful with private schools. In order to credit this experience 

the POSITION must require a certificate, whether the employee held one or not 

and it must be an approved private school. This information must be shown on 

your verification form.  You can obtain the list of Washington approved private 

schools on the OSPI web site at: 

 

http://www.k12.wa.us/PrivateEd/PrivateSchools/ApprovedPrivateSchools.aspx 
 
 

NOTE: Just because a school is NOT listed on the approved state list it does not mean it is 

not a private school. For sure, those that are on the list are approved and ok to report. It 

requires research to determine if the “private school” is truly operating as a school or 

perhaps as more of a tutorial private business. A key is determining if it walks and talks 

like a school. For example, can students attending that program transfer back into a public 

school with like credit? In the end it is the district’s decision but subject to audit. For that 

reason it is critical that you document the rationale for your decision.  This is also true 

when looking at private school experience from out-of-state. Do remember that many 

private schools do not require certification for the position. The fact the employee may 

have held certification during their employment is one factor; but the position they were 

employed in must have required it as well. It is helpful at times to obtain a job description 

or posting bulletin from the private school employer to assist with your determination. 
 

 
 
 

Sylvan Learning Center as an example is NOT an Approved Private School 
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Sylvan Verification Form. Even though they indicate “certificate was required” – 

still not an approved private school and you cannot count. 
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EXPERIENCE VERIFICAT ON – COLLE GE/UNIVERSITY 
 

 

Experience from colleges can be credited when the 

position is equivalent. 
 

    An instructor or professor would be equivalent. 
    A dean would be equivalent – to an administrator. 
    An office assistant would not be equivalent. 
    Administrative Assistant?  Would need a job description to tell. 

 

Issue is most commonly trying to determine the denominator 

(what is full time) and the numerator (what did they actually work). 
 

    Some colleges will say “if they instruct 10 quarter hours per quarter that is full time.” 
But you still need to ask – is that for 3 quarters or 4 quarters. 

    Often times you will need to personally talk to them and get an email or document. 
 It can be helpful if you complete a sample verification form based on your 

conversation and send it to them; review over the phone/email and then have 
them correct it, 
complete it and return it to 

you. 
 

When verifying for a college you MUST to ascertain what constitutes “full time” or 
the 

denominator. 
 

Example: The verification form might indicate that the employee taught a 5 credits class 

each quarter for 3 quarters that year.  You will have to ask the college “what do you 

consider to be full time?”  That answer might be that full time would be a person who 

teaches 10 credits for 

4 quarters. In that case your denominator becomes 40 (10 credits x 4 quarters) and 

your numerator is what the person worked (5 x 3 = 15). In this case the example is then 

calculated as: 
 

Numerator:           5 credits x 3 quarters = 15 
 

Denominator:       10 credits x 4 quarters = 40 
 

Calculation:  15/40 = .38 FTE 
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Email with Ross Bunda regarding position comparability. 
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College Experience Example: Inadequate Info 
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Verification Example: Walla Walla College – OK! 
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Experience Example:  College/University (today would require written 

communication from college on details) 
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Experience Example: College/University. Does not adequately explain what 

constitutes full time in order to determine what portion of full time the employee 

worked. 
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EXPERIENCE VERIFICAT ION  - MILITARY, VISTA, PEA CE CORPS 

 
Military, Peace Corp or VISTA experience that MUST interrupt the employee’s 

educational employment to be counted.
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Record of Peace Corp Experience 
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EXPERIENCE VERIFICAT ON – SABBATICAL LE AVE 

 
Experience – Counting Sabbatical Leave 

 
Sabbatical Leave should be reported as that only when the employee has been approved for a 

sabbatical leave, whether that was during employment with your district or verified by another 

employer. Typically when persons are on sabbatical leave, they are paid only a portion of their salary. 

The email below is an exchange regarding the accurate reporting of sabbatical leave time.  Note: 

Persons serving on leave for union service, where the union reimburses the district salary 

funds, should be approved on a sabbatical leave for that purpose and reported accordingly. 
 

From: Cheryl Thresher [mailto:threshec@sao.wa.gov] 

Sent: Wednesday, July 16, 2014 11:17 AM 

To: Fang Lauren E. 

Subject: RE: Sabbatical Leave 
 
Hi Lauren, I agree with Ross. I would expect the earned leave to tie to the salary 

paid for that year at .5. 
 

Cheryl Thresher 

Audit Manager, SAO Team SP, (360) 725-5608 
 
From: Fang Lauren E. [mailto:FangLE@mukilteo.wednet.edu] 

Sent: Wednesday, July 16, 2014 10:48 AM 

To: Cheryl Thresher 

Subject: FW: Sabbatical Leave 
 
Hi Cheryl, Do you have anything to add to Ross’ email below? I want to make sure that I process our sabbatical 

leaves correctly. 
 

Lauren Fang, Certificated Personnel Coordinator, Mukilteo School District, (425) 356-1322 
 
From: Ross Bunda [mailto:Ross.Bunda@k12.wa.us] 

Sent: Tuesday, July 15, 2014 1:29 PM 

To: Fang Lauren E. 

Subject: RE: Sabbatical Leave 
 
See below. 

 

Ross Bunda, Supervisor, Personnel Reporting, School Apportionment & Financial Services 
 
Office of Superintendent of Public Instruction, (360) 725-6308 voice, (360) 664-3683 fax 

 
From: Fang Lauren E. [mailto:FangLE@mukilteo.wednet.edu] 

Sent: Tuesday, July 15, 2014 11:45 AM 

To: Ross Bunda 

Subject: Sabbatical Leave
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Good Morning Ross, Our collective bargaining agreement allows teachers to take sabbatical leave and receive 

50% of their salary for one year. We have a 1.0 FTE teacher on sabbatical this year.   She was reported on the 

S-275 with duty code 610 Cert On Leave and 0.5 FTE.  Is this correct? Probably (I am not aware of any definitive 

guidance on this). 
 

How much experience will she earn for this year? WAC 391-121-264 states that sabbatical leaves do count 

towards certificated years of experience but it does not indicate how to calculate that experience. Will she earn 

0.5 FTE since she is being compensated for 0.5 FTE?  If she is being paid at 50% of salary, it would make sense 

that she earn 0.5 year experience; however, I am not aware of any definitive guidance on this, other than WAC 

392-121-264(1)(d)(i) does allow for certificated years of experience during sabbatical leave.  So I’m sure this 

would count; just not sure how much it would count, but 0.5 year would be reasonable. (If she were paid at 

100% of salary, then 1.0 year would be reasonable.) 
 

Lauren Fang, Certificated Personnel Coordinator. Mukilteo School District, (425) 356-1322
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EXPERIENCE VERIFICAT ON – SUBSTITUTE E XPERIENC E 
 
 
 
 

In the case of a Substitute, 180 days is ALWAYS the denominator. This is pursuant to 

the 275 rules. 
 

Certification Required! Be very careful when recording substitute experience as several states 

no longer require substitutes to have a teaching certificate and that experience would not be 

reportable (California, Georgia, Montana, and New York are some examples).
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Substitute Verification – No Certificate Required 
Yes. This experience counts if certification was required and held 
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EXPERIENCE VERIFICAT ION – STUDENT INTERN 

 

. 
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EXPERIENCE VERIFICAT ON – MISCE LLANEOUS 

 
Experience Allowed but Incorrect – Should Not be Reported – no certification 

required. Note: For records reported on the S275 prior to January 1, 1992 the 

“older” versions of the employment verification forms suffice for documentation. 

But if the employee is employed in your district 1/1/92 and after you are required 

to use the new forms and meet all requirements of those forms. 
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Experience Example – 2nd page not signed 
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Experience Example – Verification form not clear – emailed to verify as 

documentation. 
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Experience Leave of Absence Example 
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SAMPLE – EXPERIENCE RECORDED BY YEAR 
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BY YEAR DETAIL – SHOWS WHEN OVER 1.0 FTE FOR A YEAR AND DEDUCT! 
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DEDUCT LWOP!! 
 

Deduct LWOP annually AND post additional certificated experience (substitute, 

summer school or ESY) for staff that are less than 1.0 FTE for that year. 
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Recorded LWOP Record 
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ADD OTHER EXPERIENCE FOR LESS THAN 

1.0 FTE STAFF 
 
 
 
 

When a certificated employee works less than 1.0 FTE in any given year, you can credit 

them with additional certificated employment experience. This must be work that is 

equivalent to a certificated employee’s regular base contract so TRI or supplemental 

contracts for “TRI like” work are not valid. 
 

 
 
 

You can count summer school, substitute work, extra days performed in that capacity 

(counselor, librarian, etc.), and you can count extended school year program work (e.g. 

SLP, OT, PT, School Psychologist). 
 

 
 
 

Use a regular verification form and complete it for your district for the work. Attach your 

documentation (e.g. time records from payroll). Then compute and add it to the record. 
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EXPERIENCE VERIFICAT ON – ACCRE DITATION NOT RE QUIRED 

 
Experience – Accreditation not a requirement! 

From: Ross Bunda 

Sent: Wednesday, July 23, 2014 3:51 PM 

To: Bradburn Laura D. 

Cc: Fang Lauren E. 

Subject: RE: Experience and School Accreditation 

No; perhaps a well-intentioned person who thought that was the requirement, rather than 

looking for the proper requirement. 

Ross Bunda, Supervisor, Personnel Reporting  School Apportionment & Financial Services 

Office of Superintendent of Public Instruction (360) 725-6308 voice  (360) 664-3683 fax 

mailto:Ross.Bunda@k12.wa.us  http://www.k12.wa.us/safs 
 

From: Bradburn Laura D. [mailto:BradburnLD@mukilteo.wednet.edu] 

Sent: Wednesday, July 23, 2014 3:44 PM 

To: Ross Bunda 

Cc: Fang Lauren E. 

Subject: RE: Experience and School Accreditation 
 

Thank you Ross for this information. That is odd that so many districts ask this question. Do you have any 
idea where this may have stemmed from? 

 

Laura Bradburn, Personnel Technician, Mukilteo School District 
 

From: Ross Bunda [mailto:Ross.Bunda@k12.wa.us] 

Sent: Wednesday, July 23, 2014 3:27 PM 

To: Bradburn Laura D. 

Cc: Fang Lauren E. 

Subject: RE: Experience and School Accreditation 
 

I am not aware of any WAC or RCW requirement that a school must be accredited for 
experience/employment to count. There is nothing in the Sample Documentation Form for 

verification of experience on page 91 of the 2013-14 S-275 personnel reporting instructions 
that requires that a school must be accredited for experience/employment to count. 

 

Ross Bunda, Supervisor, Personnel Reporting  School Apportionment & Financial Services 
Office of Superintendent of Public Instruction (360) 725-6308 voice  (360) 664-3683 fax 

mailto:Ross.Bunda@k12.wa.us  http://www.k12.wa.us/safs 
 

From: Bradburn Laura D. [mailto:BradburnLD@mukilteo.wednet.edu] 

Sent: Wednesday, July 23, 2014 3:19 PM 

To: Ross Bunda 

Cc: Fang Lauren E. 

Subject: Experience and School Accreditation 
 

Hi Ross, When I look at experience forms that districts send out to other districts to capture an employee’s 

experience, there is almost always the question on the form that asks “Is the school 

accredited.” I am trying to find the WAC or RCW that says that in order to count the experience, the 

school must be accredited. Can you point me in the direction of the WAC or RCW? 
 

Laura Bradburn, Personnel Technician, Mukilteo School District
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WHO IS THE EMPLOYER? 
 
 
 

 

In this case the Dalles School District contracted with a different agency so 

the experience cannot be credited as regular professional experience. With 

the new ESA rules it is possible to credit up to two (2) years but the 

verification would need to come from Mid-Columbia Medical Center since 

they were the actual employer.
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OLD RULES – NO PERSONAL SERVICE 

CONTRACTS! 
 

Be careful not to grant experience for personal service contracts 

unless you are granting it under the ESA rules which is limited to a 

total of two (2) years.
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QUESTIONS 
 
 
 
 
 
 

ABOUT 

EXPERIENCE 
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REPORTING STAFF WITH HIGH DEGREE OF “S” 
 
 

For certificated employees without college degrees, (or for certificated employees with a 
bachelor’s or higher level degree but are reported as “nondegreed” pursuant to WAC 392- 
121-250(2)(b)), report as degree type V or S. 

 

Report as S if: Persons are in special circumstances holding: 
 

    A valid continuing or standard school nurse certificate. 

    A valid limited certificate authorized per WAC 181-79A-140(3) or (6). 

 Employed in a position defined as certificated such as superintendent, deputy 

superintendent, or assistant superintendent. 
 

Pursuant to WAC 291-121-259 – Non Degree Credits (2): Thirty (30) credits 

shall be recognized for persons holding a valid continuing or standard school 

nurse certificate.
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REPORTING STAFF WITH HIGH DEGREE OF “V” 
 
 

For certificated employees without college degrees, (or for certificated employees with a 
bachelor’s or higher level degree but are reported as “nondegreed” pursuant to WAC 392- 
121-250(2)(b)), report as degree type V or S. 

 
Report as V if: Vocational/CTE instructors holding valid vocational/CTE certificates as 
provided for in chapter 181-77 WAC. 

 

As used in this chapter, the term "highest degree level" means: 
 

(1) The highest degree earned by the employee from an accredited institution of higher 

education, pursuant to WAC 392-121-249; or 
 

(2) "Non-degreed" for a certificated instructional employee who: 
 

(a) Holds no bachelor's or higher level degree; or 

(b) Holds a bachelor's or higher level degree and a valid vocational/career and 

technical education certificate, but: 
 

(i) The bachelor's or higher level degree was not a requirement of any past or 

present education certificate or permit, including the vocational/career and 

technical education certificate, pursuant to chapter 181-77 or 181-79A WAC; and 
 

(ii) Whose highest placement pursuant to WAC 392-121-270 is as a non-degreed 

certificated instructional employee. 
 

 
 
 

Step One: Report with a Degree or No-Degree? 
 

    If the person has No Degree then the high degree will be “V” for “Vocational/CTE 

instructors holding valid vocational/CTE certificates are provided for in 181-77 WAC. 

 If a person has a degree, you must verify with OSPI whether or not the degree was used 

as a requirement to issue the certificate. 

 Do NOT report employees as non-degrees if they have ever used a degree to obtain the 

following endorsements on a vocational/CTE initial, initial renewal, continuing or 

continuing renewal certificate, which normally requires a BA degree per WAC 181-77-031: 

o Agriculture Education – V010000 

o Business Education – V070000 

o Marketing Education – V080000 

o Business and Marketing Education – V 078000 

o Family and Consumer Sciences Education – V200002 

o Technology Education – V210100 

 The vocational/CTE CONDITIONAL certificate is NOT issued based on a degree. Employees 

with such certificates are reported as high degree V is all other requirements are met.
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*These rules were effective 8/31/2007.  If the person had a degree the questions was whether or 

not the degree was related to the teaching assignment. That is no longer the case. 
 

Up to six (6) years management experience (WAC 181-77-003) can be reported, after the 

instructor meets the minimum requirements (6000 hours), regardless of when the initial certificate 

is issued and regardless of the type of CTE certificate held.   WAC 392-121-264 
 

WAC 181-77-003 “Management experience" shall mean work as a supervisor, foreman 

or manager in the occupational area in which the person will instruct.
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Vocational Records Process  
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Reporting Experience and Credits for “V” Degree Staff 
 
We have found the most efficient way to begin calculations for a new V degree staff person; 

and/or to check information for an existing staff person is to document ALL previous paid and 

volunteer experience that is related to the occupational subject area(s) the person will be 

teaching. To do this you can start by creating a list from the application materials; but it is highly 

recommended that you meet with the employee as well to ensure the accuracy of the information. 
 
The next step is to verify all volunteer or paid employment identified as relative to the teaching 

assignment.  This can be difficulty especially when the experience is from years past and/or it is 

from self-employment.  Either way, experience cannot be reported unless it is properly 

documented. 
 

Experience documentation for V degree staff is important because: 
 

1.  The equivalent of three (3) years or 6000 hours must first be documented before 

any other experience can be credited. 

2.  Once the 6000 hours threshold is met, experience can be used to grant 

management experience which can be used to report experience for V degree staff. 

No other experience can be counted. It is especially important to verify the position held 

and whether or not it meets the management definition. 

3.  Additionally, once the 6000 hours threshold is met, the experience can also be used 

to convert to occupational credits at the rate of 1 credit for every 100 hours of 

occupational experience. This places the individual in the educational column depending 

on total non-degree credits, e.g. BA 15, BA 45. Once an individual accumulates 135 non- 

degree credits the placement for LEAP purposes is automatically MA 0 even though they 

do not hold a MA degree. They cannot go beyond the MA 0 column unless they eventually 

obtain a Master’s degree. 
 

Example 1:  You possess documentation that meets the 6000 hours threshold; and additionally 

documentation that verifies the individual has 9.25 years management experience in the 

occupational area to be taught. Management experience is limited to 6 years. The 9.25 years will 

convert to 20 non-degree occupational experience credits per year or a total of 185 credits. This 

person will be reported with a high degree of V with 185 non-degree credits, with a placement of 

MA 0 Step 6. 
 

Example 2:  You are unable to obtain documentation of the 6000 threshold hours. This person 

will be reported as a high degree of V with 0 non-degree credits and 0 experience. The person 

have a LEAP placement of BA 0, 0. 
 

Example 3: You possess documentation that meets the threshold 6000 hours; and additional 

documentation of 4.5 years of occupational experience that is NOT management experience. This 

person will be reported with a high degree of V, with 0 years of experience and 90 non-degree 

credits; with a placement of BA 90, Step 0. 
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Vocational Example – Initial Worksheet based on experience in resume: 
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Vocational Worksheet Example 1: 
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Vocational Worksheet Example 2: 
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Vocational Worksheet Example 3: 
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Vocational Worksheet Example 4:  
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Vocational Worksheet Example 5: 
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Documentation of Experience Issues 
 

When verifications of employment for vocational experience are being processed, be sure 

to document: 
 

1.  By Calendar Year (January 1 to December 31), the actual hours of work paid. 

This becomes the “numerator.”  The denominator for the vocational year is 2000 

hours. If a person worked 2080 hours or any hours in excess of 2000 there is no 

added credit. 2000 hours = 1.0 FTE for that calendar year. 

2.  The name of the position, whether it meets the management criteria or 

not, and obtain a job description if possible to further document the 

management experience determination. 

3.  If “normal” documentation cannot be obtained, such as situations with self- 

employment or the prior employer has gone out of business, experience can be 

documented utilizing other evidence. However, resumes, job applications and 

sworn affidavits are NOT valid documents. Documentation that is valid includes: s: 

a.  Tax returns 

b.  Business license 

c.  Bonding insurance 

d.  Social security records 

4.  If at all possible, try to obtain some form of verification of employment from the 

prior employer stating the position, management experience, full or part time, and 

the start and end date. With that you can use other tools to “back into” the 

experience. 
 

Note: These same rules apply when verifying ESA experience 
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Vocational Example – Backing into Experience  
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Bureau of Labor Statistics Wage Data for 1999. Always document web site: 

http://www.bls.gov/bls/blswage.htm 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

BLS Wage Information for Occupation of "Correspondence Clerks" 
 

XX Employee was employed as a word processor and did desk top publishing. 
 

 
 

1999         11.48   Mean Hourly Wage
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Next Step: Used Cost of Living Index to back wages down from 1999 to 1989 and 1990. 

Social Security Administration - Cost of Living Index 

http://www.ssa.gov/oact/cola/colaseries.html
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Compute to 

1989-90 
Reduce by 

Cola 
 
Reduce by Cola 

1999 $      11.48  

1998 $      11.33 1.3% 

1997 $      11.09 2.1% 

1996 $      10.77 2.9% 

1995 $      10.49 2.6% 

1994 $      10.20 2.8% 

1993 $        9.93 2.6% 

1992 $        9.63 3.0% 

1991 $        9.28 3.7% 

1990 $       8.78 5.4% 

1989 $       8.36 4.7% 
   

1989 Social Security Wages 
 

Volt Service 
 

$              1,819.00 

Marketing Plus  $            10,863.29 

Steeler Inc.  $              2,057.07 
 Total 1989: $            14,739.36 

1989 

Determined 

Hrly Rate 

  

 
 

$                    8.36 

Determined 

Hours Worked 
 
1989 

 
1762.18 

1990 Social Security Wages 

Volt Service  $             2235.50 
 Total 1990: $             2235.50 

1990 

Determined 

Hrly Rate 

  

 
 

$                      8.78 

Determined 

Hours Worked 
 
1990 

 
254.71 
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REPORTING ADDE D NON -DEGREE CREDITS FOR “V” STAFF 

 
WAC 392-121-259 – Non Degree Credits 

 

(3) Persons holding valid vocational/career and technical education certificates as 

provided for in chapter 181-77 WAC shall accumulate recognized credits as follows (all of 

which are reported as Non-Degree Credits) 
 

(b) One credit for each ten clock hours of vocational/career and technical education 

educator training meeting the requirements of WAC 181-77-003 (2), (9) or (12).  

Clock hours of vocational/career and technical educator used in determining non-

degree credits MUST BE EARNED AFTER MEETING THE MINIMUM CERTIFICATION 

REQUIREMENTS, regardless of when the initial certificate is issued 
 

Therefore, vocational instructors can continue to accumulate non-degree credits during 

their employment subject to the WAC as noted above. (2), (9) AND (12) are listed below 

for your reference. 
 

(2) "Career and technical education educator training" shall mean those career and technical 

education programs, courses, seminars and workshops offered for the purpose of career and 

technical education certification in compliance with chapter 181-85 WAC 
 

(9) "Professional education" shall mean those programs, courses, seminars and workshops that 

are designed to improve teaching ability. 
 

(12) "Technical education/upgrading" shall mean those career and technical education programs, 

courses, seminars and workshops which are designed to improve the skills and/or knowledge in 

the discipline in which the application is being made. 
 

If you are uncertain if courses meet these requirements, you may contact OSPI Career 

and Technical Education at 360-725-6245. 
 

Do note that all non-degree credits that are not converted occupational 

experience must all satisfy one of the seven (7) course criteria. So be sure to 

WAC stamp your documentation!
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WHAT HAPPENS WHEN A “V” DEGREE GETS A DE GREE? 

 
The high degree is changed and reported as “H” for Hold Harmless! 

 

For high degree ‘H” persons, report only eligible non-degree credits 

determined by WAC 392-121-259 (3) 
 

3) Persons holding valid vocational/career and technical education certificates as provided for in chapter 

181-77 WAC shall accumulate recognized credits as follows: 
 

(a) One credit for each one hundred clock hours of occupational experience as defined in WAC 181-77- 

003(7), subject to the following conditions and limitations: 
 

(i) Clock hours of occupational experience used in determining non-degree credits must be earned after 

meeting the minimum vocational/career and technical education certification requirements of three years 

(six thousand hours) as established in WAC 181-77-041 (1)(a)(i), regardless of when the initial certificate is 

issued and regardless of type of vocational/career and technical education certificate held. 
 

(ii) Non-degree credits based on occupational experience shall be limited to a maximum of twenty 

credits per calendar year. 
 

(iii) Non-degree credits based on occupational experience shall exclude experience determined pursuant 

to WAC 392-121-264 (1)(a) through (d). 
 

(b) One credit for each ten clock hours of vocational/career and technical education educator training 

meeting the requirements of WAC 181-77-003 (2), (9), or (12). Clock hours of vocational/career and 

technical education educator training used in determining non-degree credits must be earned after meeting 

the minimum vocational/career and technical education certification requirements as established in WAC 

181-77-041 (1)(b) and (c), regardless of when the initial certificate is issued and regardless of type of 

vocational/career and technical education certificate held. 
 

Basically the person is held harmless and their experience and previous credits 

are still reported.   Here are some examples: 
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Obtaining a Master’s Degree 
 
 
 

Once an individual obtains a Master’s Degree they are always reported with high degree of 

M. Their previously reported management experience counts, but they start over with 

credits just as if they were not reported as V degree. 
 

Example 
 

 Person reported in the previous year with 5 years management experience, 2 years 

teaching experience and 140 non-degree credits, with placement of MA 0 Step 7. 

    Person now obtains a MA degree. 

    Calculate credits to MA degree (example 52). 

    Subtract 45 with a net 7 excess credits. 

    Although the previous non-degree credits are reported, they are not used. 

    The placement will still be MA 0, Step 7. 

    However, the person can now record additional hours and continue on to MA 45 or 

MA 90.
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VOC EXPERIENCE V ERIF ICATION LETTER 

 
(District Letterhead) 

(Date) 

Name of Employer 

Address of Employer 

City, State, Zip 
 

Re:    Verification of Employment for (Name of Employee) 

Dear (Employer Name): 

The (Your District Name) has employed (Employee Full Name) as a teacher in our 

vocational education program. In order to grant the appropriate experience on our salary 

schedule, Washington State law requires that school districts verify this individual’s prior 

work experience in a very specific manner. 
 

Please complete the form attached to this letter and return it to our office. To assist with 

this verification we are providing the following information from this employee: 
 

 

Employee SSN 
 

 

Dates of Service 
 

 

Position(s) Held 
 

 

The employee has also provided a release for this information by the signature indicated 

below: 
 

I authorize you to release all information requested in the attached Verification of Employment to 

the school district listed above. 
 
 

 
Employee Signature                                                                   Date 

 
Should you have questions or need assistance processing this request please contact (Name, Phone 

Number, and Email of contact at your district). Thank you. 

Sincerely, 

(Name) 

(Title)
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Sample Vocational Experience Verification Form 
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QUESTIONS 
 
 
 
 
 
 

ABOUT 
 
 
 
 
 
 

V OR S STAFF REPORTING 
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Dean of Students Yes – would be comparable 

Graduate  Assistant Questionable. Must ensure that the position was equal to a 
classroom teacher, e.g. does lesson plans; provides direct 
instruction; responsible for grading. 

Administrative 

Assistant 
Questionable. This could be a title that reflect an administrative 
position equivalent to an assistant principal. On the other hand, 
it could be secretary position which would not be comparable. 
This is a good example of why a job description is useful. 

Custodian No – not comparable. 
 

HELPFUL REMINDERS! 
 

1.  Colleges/Technical Schools. Employment in public or private vocational- 
technical schools, technical colleges, community/junior colleges, colleges, and 
universities in positions comparable to those which require certification in 
Washington school districts. 

 

Helpful Questions: 
Question 1 

Was the employer a college/university or technical/vocational school? 
This information should be on the verification form. Use the internet to search if 
needed to verify. 

 
Question 2 
Was the position held comparable to a certificated position in 

Washington school districts? 
There is no certification requirement for college employment. The decision is based 
solely on the comparability of the position.  Obtaining a job description can be very 
helpful. Here are a few examples: 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

2.  Governmental Agency. Employment in a governmental educational agency with 

regional administrative responsibilities for preschool, elementary, and/or secondary 

education including but not limited to an educational service district, office of the 

superintendent of public instruction, or United States department of education in 

any professional position including but not limited to C.P.A., architect, business 

manager, or physician. 
 

Helpful Questions: 
Question 1 

Was the employer a governmental agency as defined above? Employment 
at US Department of Education, OSPI and the ESDs are examples of governmental 
agencies. 

 
Question 2 
Was the position held a “professional” position? There is no certification 
requirement. The determination is solely based on the definition of the position. 
See the definition of duty root 96, Professional (“Requires a high degree of 
knowledge and skills acquired through at least a baccalaureate degree or its
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equivalent.”) A job description can be helpful in making this decision.  Other than 
the examples cites above other professional positions that would qualify include 
nurse, OT, PT, administrator, psychologist, SLP. Here again the title of the position 
can be misleading. An administrative assistant may be something equal to an 
administrative position or it may be a secretarial position. 

 

3.  Service. Military, Peace Corps, or Vista service which interrupted professional 

education employment. 
 

Helpful Questions: 
Question 1 

Did the service interrupt the professional education employment of the 
employee? If it did not interrupt, it cannot be counted. As an example, if the 
person went directly into Peace Corps from college and did not teach first, that 
experience cannot be reported. On the other hand, if the person substitute taught 
in a position that required a teaching certificate and then went into the Peace 
Corps and came back into teaching, then the experience would count. 

 
Question 2 
Does it matter what position they were employed in? No, the verification 
form must just verify their service in the military, VISTA or Peace Corps. 

 

4.  Sabbatical Leave.  Sabbatical Leaves are fairly uncommon but when used 

typically grant a person a partial pay for the time they are on a leave of absence. 
 

Helpful Questions: 
Question 1 

Can the teacher’s union president’s leave time be reported as sabbatical 
leave? Yes. In fact, it should be reported this way where the district authorizes a 
leave of absence and the union reimburses the district for pay. Additionally when 
such leave is approved by the Board of Directors it should be stated as a 
sabbatical leave. Be sure to change your reporting duty code accordingly. 

 

 
5.  Non-Degree Vocational Experience. For non-degreed vocational/career and 

technical education instructors, up to a maximum of six years of management 

experience as defined in WAC 181-77-003 which states: "Management 

experience" shall mean work as a supervisor, foreman or manager in the 

occupational area in which the person will instruct. Additionally such 

experience must have been acquired after the instructor meets the minimum 

vocational/career and technical education certification requirements of three years 

(six thousand hours) established in WAC 181-77-041(1)(a)(i), regardless of when 

the initial certificate is issued and regardless of type of vocational/career and 

technical education certificate held. 
 

Helpful Questions: 
Question 1
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Do you have a valid verification of employment citing the name of the 
employer, dates to and from, position held, and job description, or an 
equivalent in other appropriate documents?  Never grant vocational 
experience without the appropriate documentation. This is one of the most 
difficult pieces of processing CTE staff. 

 
Question 2 

Did the experience occur after the person acquired 6000 work hours in 
the occupation to be taught?  You must also have documentation that verifies 
the initial 6000 hours. You cannot use the employees “self-testimony” or a 
resume. You can only report management experience after the documented 6000 
hours are met. 

 
Question 3 

Did the position meet the management definition requirement? You must 
have documentation that the position was either a supervisor, foreman or 
manager. There are no exceptions and this is a frequent error. 

 

6.  ESA Experience. Beginning in the 2007–08 school year, for ESA staff 

(occupational therapists, physical therapists, nurses, speech-language pathologists, 

audiologists, counselors, psychologists, and social workers), years of experience 

may include employment in those positions but is limited to two years. While some 

districts locally grant credit for more than 2 years, only a maximum of 2 years can 

be reported on the S-275. 
 

Helpful Questions: 
 

Question 1 
Who is the employer? Frequently the employee will indicate they provided 
services for a school district. You need to verify who provided their pay check. 
That is the employer. Typically we find that the school district was not the 
employer and it was some other agency (or self-employment). In this case you 

may report up to 2 years of ESA experience if it is properly documented. 
 

Question 2 
What if we are not able to obtain a verification form directly from the 
employer?  Similar to the rules for granting vocational experience, you may 
utilize social security statements, tax returns, business licenses, bonding insurance 
or worker compensation reports. 

 
Question 3 
Are there specific requirements? Yes. For some positions a license, degree or 
other educational credentials are requirement. The best tool is to utilize the ESA 
Summary Table found in the S-275 Reporting Instructions and shown below. We 
recommend that you print a copy of this table; add the employee name at the 
top; and note or add documentation to verify the requirements are met.
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SECTION 6 
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Cause of error 
Number 
references 
in audit 
memos 

 

 
Percent 

Clerical error (math computation, data input….) 32 21% 

Misclassification of credits (generally 
excess/academic) 

 
29 

 
19% 

Credits not reported 26 17% 

Double counted credits 15 10% 

Lack of support for credits reported 7 5% 

Rounding errors or inconsistencies 7 5% 

Did not convert semester credits to quarter credits 4 3% 

Miscalculate years experience 3 2% 

System conversion date issue - credits not counted 3 2% 

Relied on incorrect yrs experience calculation prior 
district 

 
3 

 
2% 

Unknown 2 1% 

Reported in-service less than 3 hours in length 2 1% 

Lack of credit approvals 2 1% 

Did not report credits because already M + 90 2 1% 

Miscalculation substitute experience or did not report 2 1% 

Reported tribal instructors exp + credits to match pay 2 1% 

lacked employee contract 1 1% 

lack of support yrs experience 1 1% 

Did not deduct 45 credits at Masters 1 1% 

Files only reviewed when salary changes 1 1% 

Miscalculation excess credits 1 1% 

Did not convert in-service hours to credits 1 1% 

Counted in-service credits registered for but not taken 1 1% 

Reported credits prior to BA 1 1% 

Incorrect vocational instructor calculations 1 1% 

District requires original transcripts - not in file 1 1% 

Exceeded 1 FTE per year 1 1% 

Instructor contract FTE increased but S275 not 
updated 

 
1 

 
1% 

Reported out-of-state in-service credits 1 1% 

No support for highest degree earned 1 1% 

Total                                                                                   155 
 

 
 
 
 
 

FY13 Staff Mix Errors  
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Audit Errors 
 

Because staffing data is used to determine state funding, S-275 data reported to OSPI must be properly 

documented. Errors on the S-275 report should be corrected promptly. Documentation must be available 

for audit by the Washington State Auditor’s Office. Audit findings can result in the adjustment of school 

district allocations after the end of the school year. In recent years, audit reports noted the following S- 

275 reporting errors: 
 

  Improperly accepted a master’s degree from a non-accredited college. [Degrees must be 

earned from an institution of higher education that is regionally accredited or is accredited by the 
distance education and training council. Reference: WAC 392-121-250.] 

   Reported a grandfathered (G) bachelor’s degree when eligible credits totaled less than 135. 
[Example: Employee earned less than 135 total credits before January 1, 1992. References: RCW 
28A.150.410(3) and WAC 392-121-270(2).] 

 

  Misclassified degree type. [Example 1: Highest degree should have been reported as 

master’s degree instead of grandfathered bachelor’s degree. Example 2: District reported 
incorrect date for award of master’s degree; master’s degree was awarded before October 1 
snapshot date, but not reported.] 

  Did not have on file, for instructors with master’s degrees, transcripts documenting 

the award of the bachelor’s degree from the granting institution. [For certificated 
employees with a master’s degree, districts should have on file documentation of the employee’s 
first bachelor’s degree. This is required to calculate excess credits and properly determine the 
employee’s total eligible credits. Reference: WAC 392-121-280(1).] 

  Improperly reported a vocational/CTE instructor as “nondegreed: when the instructor 
had a bachelor’s degree and did not meet the criteria/definition of “nondegreed”. 
[Reference: WAC 392-121-250.] 

  Reported academic credits earned from a non-accredited institution. [Report only those 

academic credits earned from an institution of higher education that is regionally accredited or is 
accredited by the distance education and training council. Reference: WAC 392-121-255(3).] 

  Improperly counted academic credits that were below college level. [Report only academic 

credits that are transferable or applicable to a bachelor’s or more advanced degree program. 
Reference: WAC 392-121-255(4).] 

  Improperly reported credits that were earned prior to the award of a bachelor’s degree 
as academic credits. [Report only academic credits earned after the awarding or conferring of the 
employee’s first bachelor’s degree. Reference: WAC 392-121-255(1).] 

  Did not convert semester credits to quarter credits. [Example: 3.0 semester hour credits 
should be reported as 4.5 quarter hour credits. Reference: WAC 392-121-255(7).] 

  Counted transfer credits without a copy of the transcript from the college that awarded 
the credits. [Credits are to be documented by transcripts from the institution awarding the credits. 
Reference: WAC 392-121-280(2)(c).] 

   Counted same credits twice. 

   Did not convert clock hours to in-service credits. [Example 1: 7 clock hours should be 

reported as 0.7 in-service credits. Example 2: 15 continuing education credit hours should be 
reported as 1.5 in-service credits. Reference: WAC 392-121-257(7).] 

 

  Counted in-service credits which totaled less than 3.0 hours. [Count only in-service 
programs which total 3 or more hours. Reference: WAC 181-85-030(6).] 

   Improperly reported in-service credits earned in another state. [Count only Washington 
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Washington- approved in-service credits. Reference: WAC 392-121-257(3).] 

  File contained eligible credits that district didn’t report. [For state reporting purposes, count 

all eligible credits earned on or before October 1, even if you don’t receive the documentation until 
after October 1. References: WAC 392-121-255(2) and WAC 392-121-257(2) 

  Did not calculate credits in excess of 45 earned between the bachelor’s and master’s 

degrees to establish excess credits. [For certificated employees whose highest degree is a 
master’s degree, districts should report as excess credits those academic and in-service credits in 
excess of 45 earned after the awarding or conferring of the bachelor’s degree and prior to  the 
warding or conferring of the master’s degree. Districts should then report academic and in-service 
credits earned after the awarding or conferring of the master’s degree. Reference: WAC 392-121- 

261(2).] 

  Misclassified credit types, such as academic vs. excess. [Example 1: Credits that were 

reported as academic credits should have been reported as excess credits. Example 2: Credits 
earned after master’s degree reported as excess credits should have been reported as academic 
credits.] 

  Did not include eligible work experience towards nondegree credits. [For “nondegreed” 

vocational/CTE instructors, report occupational experience beyond three years (6,000 hours) as 
nondegree credits. Reference: WAC 392-121-259(3)(a).] 

  Did not include eligible clock hours of vocational/CTE educator training toward 

nondegreed credits. [For “nondegreed” vocational/CTE instructors, report as nondegree credits 
those clock hours which are earned after meeting the program requirements for initial certification. 
Reference: WAC 392-121-259(3)(b).] 

  Improperly included clock hours of vocational/CTE educator training toward nondegreed 

credits before the instructor met the program requirements for initial certification. [For 
“nondegreed” vocational/CTE instructors, report as nondegree credits those clock hours which are 
earned after meeting the program requirements for initial certification. Reference: WAC 392- 121- 
259(3)(b).] 

  Inappropriately allowed a degreed vocational/CTE instructor to convert occupational 
experience to credits and years of experience. [Nondegree credits and “management 
experience” apply only to nondegreed certificated instructional employees. Reference: WAC 

392-121-259 and 392-121-264(1)(e).] 

   Did not have approval forms for eligible credits earned after September 1, 1995. 
[Reference: WAC 392-121-262.] 

   Counted out-of-state substitute experience which didn’t require certification.  [Count K– 
12 employment only for those positions which require certification, as determined by the state or 
other governmental unit in which employment occurred. Reference: WAC 392-121-264(1)(a).] 

  Did not include experience credit for substitute hours. [Count all K–12 employment in 
positions which require certification. Reference: WAC 392-121-264(1)(a).] 

  Incorrectly converted substitute days from out-of-district to the number of equivalent 
days in the district, instead of using 180 days. [Reference: WAC 392-121-264(2)(b).] 

   Incorrectly counted experience which did not meet criteria. [Reference: WAC 392-121-264.] 

  General mathematical and clerical errors in recording credits and years of experience, 
including data entry and rounding. 

   Lacked supporting documentation for earned credits and years of experience. [Example 
1: No transcript. Example 2: Academic credits documented by a registration form instead of 
transcript. Reference: WAC 392-121-280.] 

   Did no update files as credits were earned, but only when approaching changes to LEAP 
placement.
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Things we have learned from our reviews and 

working with auditors! 
 

o    Start Early 
o    Be Organized 
o    Be Detailed 
o    Be Very, Very Knowledgeable 
o    Keep current with training/info 
o    Keep historical notebooks (S 275 instructions) 
o    Maintain documentation!!! 
o    Be conservative – ask first, then pay and/or report 
o    Seek help – the auditors are your friends – really!!! 
o    Keep notations on S275 edits 

 

 
 
 

BE CAREFUL WITH………. 
 

   Course Approval Codes 
 

   Conversion of Semester Hours 
 

   Master Degree Dates/Credits 
 

   “Inservice” Hours Rules 
o Clock Hours 
o Non-Transfer Credits 
o Approved providers 

 
   Vocational Placements 

o Non-Degree Credits 
o Documentation of experience 

 
   Experience Calculations 

o After 1/1/92 - Documentation 
o Calculate “Denominator” 
o All Substitutes – 180 days
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THE S-275 REPORTING AUDIT 

PROCESS 
 

  Occurs annually, usually commencing in the Fall 
 
 
 

 

  Examines in detail data reported on the S-275 for all 
staff 

 
 
 

 

  Historically, most errors occur with the reporting of 
certificated instructional staff data because of its 
complexity 

  Transcripts 
  Duplicate Courses 
  Courses not over 100 level 
  Accredited Institutions 
  Clock Hour Providers 
  Conversion of Credits to Quarter Hours 
  In Excess of Hours 
  In-between credits 

  Experience Records 
  ESA staff 
  Vocational Staff 
  BA 135 
  Transfer Data from Other Districts 
  Course Approval Forms 

 
 
 

 

  Documentation and Verification
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TIME SCHEDULES 
 

We recommend building an internal calendar to ensure you are completing 

activities in a timely manner. It helps to be organized! 
 

  Jan-Feb 
o Enrollment Projections 
o 2nd Semester Schedule Checks 
o Check Certification to Assignments 
o Out-of-Endorsements to Board 
o Updating S275 
o Double Check K-4 Allocation Report 
o State Auditors Arrive 

 
  Feb-March 

o Preliminary Staffing Projections 
o Staffing Analysis 
o Budget Changes 
o Meetings/Communications 

 
  March-April 

o Staffing Placements 
o Transfer Processes 
o Confirm Leave Returns 
o Recruitment Activities 
o Firming up Staffing 
o Updating S 275 
o Negotiations 

 
  April-May 

o Transfer Processes 
o Issue Certificated Contracts (Board authority) 
o Issue RIF or non-renewal notices if applicable 
o Recruitment and Hiring 
o Finalizing Staffing 
o Negotiations 

 
  May-June 

o Finalize Staffing and Budgets 
o Hiring Activities
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  June-August 
o Final Budget Adopted by Board 
o Freeze Budget Data and Create “Actual” Data for comparison 

purposes 

o Check Certification for Assignments 
o Post Experience – Get LWOP from Payroll – Get added 

Instructional Activity FTE from Payroll 
o Check of New Hire Documentation – Certification, I-9, etc prior to 

start dates 
 
  September 

o Initial Enrollment Counts 
o Estimates of K-4 Counts 
o Staffing Adjustments 
o Notices to Staff re: Credits/Experience 
o Final S 275 for prior year 

 
  October-November 

o Staffing Adjustments 
o Official Oct 1 counts for S275 (KEMS) 
o S 275 for current year 
o Check New Hire Documentation 
o Out-of-Endorsements to Board 

  December 
o Adjust S 275 for December reporting
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Helpful Contacts 
 

 
 
 
 
 
 

Ross Bunda, OSPI 
Ross.Bunda@k12.wa.us 

 
 
 

 

Cheryl Thresher, Auditor’s Office 
 

 

threshec@sao.wa.gov

S
27

5 
M

an
ua

l_
U

P
D

A
T

E
D

 2
01

8.
pd

f

mailto:Ross.Bunda@k12.wa.us
mailto:threshec@sao.wa.gov


259 
 

 

 
 
 
 
 
 

QUESTIONS 
 
 
 
 
 
 

ABOUT 

AUDITS 
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SECTION 7 
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1801 Report 
 

1. The 1801 report is available through your fiscal system. You should run 

this report every time you submit a 275 and maintain your final year- 

end report. 

2. You should review it thoroughly to ensure your compliance. 

3. You should also review it with business office staff. 

4. Annually the reports are available for all districts on line at OSPI: 
 

http://www.k12.wa.us/safs/reports1801.asp 

 

Edit Report 
 

 

You should run and review your edit reports with each submission and 

maintain your final year end report. 
 
 

These reports help identify issues. You cannot submit without errors 

but you can submit with warnings. However, you should document on 

your report the issue with your warnings. For example, you may have 

a “benefits too low” warning because a person went on LWOP after 

October 1. 
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1801 Reports  - Available for every district. You MUST review this 

information for compliance and make 275 corrections as needed. 
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THIS IS THE MOST IMPORTANT PAGE WITH THE COMPLIANCE DATA. 
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Citizens Guide to School Finance 2015 
 

http://leg.wa.gov/Senate/Committees/WM/Documents/K-12%20Booklet_2015%202-10-15.pdf 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

S
27

5 
M

an
ua

l_
U

P
D

A
T

E
D

 2
01

8.
pd

f

http://leg.wa.gov/Senate/Committees/WM/Documents/K-12%20Booklet_2015%202-10-15.pdf


266 
 

 
 
 

 

QUESTIONS 
 
 
 
 
 
 

ABOUT REVIEWING 

YOUR DATA 
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SECTION 8 

  

 

 

 

SECAPPENDIXN 7 
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Engrossed House Bill 2242 

In an April 2018 letter to Superintendents and Business Managers, Chris Reykadl, he said, “This 

letter is intended to provide clarity around the effective dates and share information about our 

plans to move forward during the 2018 – 19 transition year. 

By way of background, in March 2018, the Legislature passed E2SSB 6362, which accelerated 
the implementation timeline for a new salary structure adopted in response to the McCleary 
litigation. Along with the increase in state funding, the legislature adopted new requirements 
related to the tracking of local revenue expenditures. Upon signing E2SSB 6362, Governor Inslee 
vetoed section 408, which directed the OSPI to adopt rules requiring the separate accounting of  
state and local  revenues to  expenditures by the 2018 – 19 school year. The effect of this veto 
is that current law remains unchanged; OSPI is required to adopt rules by the 2019 – 20 school 
year.” 
 
Background:  
Engrossed House Bill 2242 (EHB 2242) 
In the third special session of 2017, the Legislature enacted EHB 242. This legislation increased 
and revised state allocations for  

 K-12 basic education salaries,  

 professional development days, and  

 the prototypical school funding model. 
It also 

 created a new state property tax for common schools at a total rate of $2.70 per $1,000 of 
assessed value when combined with the existing state property tax,  

 revised local effort assistance up to $1,500 per student,  

 capped school district levies at the lesser of $2,500 per student or $1.50 per $1,000 of 
assessed property value, and  

 limited use of these levies for enrichment outside of the state's basic education 
program.  

 
Basic Education:  The Washington State Constitution provides, “It is the paramount duty of the 
state to make ample provision for the education of all children residing within its borders...” The 
Washington Supreme Court (court) has interpreted this to mean that the Legislature must define 
an instructional program of basic education for public schools and amply fund it from a regular and 
dependable source. 
.  
Since 2012, when the court found that the state had failed to meet its state constitutional 
paramount duty to amply fund a program of basic education and retained jurisdiction, the 
Legislature has annually reported to the court on legislative progress towards amply funding a 
program of basic education. The July 2017 report to the court included summary information on 
EHB 2242. In the November 2017 court order, the court declared it was satisfied that the 
new salary model established by EHB 2242 provides for full state funding of basic 
education salaries sufficient to recruit and retain competent teachers, administrators, and 
staff. However, only half of the state salary increase under the new model was provided for the 
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2018-19 school year, deferring full funding until the 2019-20 school year. The court determined 
that the phase-in of the state salary allocations did not comply with the court’s requirement 
to complete full implementation of the state's program of basic education by the 2018-19 
school year. For that reason, the court found that the state had failed to fully comply with 
the court’s order, and it continued to retain jurisdiction.  
 
School District Salaries:  In 2017, through the enactment of EHB 2242, the Legislature phased-in 
increased state salary allocations for certificated instructional staff (CIS), certificated 
administrative staff (CAS), and classified staff (CLS) with 50 percent of the state funded increase 
implemented in the 2018-19 school year and 100 percent in school year 2019-20. Additionally, the 
Legislature reformed how school district staff salaries are established and adjusted in the future. 
These changes take effect with the2018-19 school year. 
 
Before EHB 2242:   

 Through school year 2017-18 the state allocated funding for certificated instructional staff 
(CIS) salaries based on a grid which provides salary values that increase based on 
educational credit and years of experience.  

 Each district's CIS allocation is based on its staff mix, that is, the distribution on the state 
salary grid of the CIS hired by the district.  

 Funding to support salaries for the classified staff (CLS) and administrative staff (CAS) is 
specified in the budget bill as a salary rate per state-funded staff person.  

 State salary funding was for allocation purposes only, and school districts were not 
required to hire staff according to the prototypical school staffing formula, nor were 
they required to pay CIS salaries according to the state CIS salary grid.  

 
After EHB 2242 (this is what will change how districts will report to the state):    

 Beginning in school year 2018-19, the state will cease using the state salary schedule 
to allocate CIS salaries for school districts. 

 This eliminates use of a district's staff mix.  

 Instead, the state will allocate salary funding to school districts based on minimum 
statewide average salaries for each of the three school staffing categories.  

 Beginning in school year 2018-19, the minimum allocated salaries must be increased in 
equal increments to the following amounts for school year 2019-20, adjusted for inflation 
from the 2017-18 school. In school year 2018-19 salaries are phased in at 50 percent:ŸŸ 

 Certificated Staff (CIS) — an average salary of $65,216; 
 Administrative Staff (CAS) — an average salary of $6,805; and 
 Classified Staff (CLS) — an average salary of $46,784. 

 
Additional requirements are established for CIS salaries:  

 Districts may not pay CIS less than $40,000, or more than $90,000, and  

 salaries for CIS with five years' experience must be at least 10 percent more than the 
minimum salary.  

 restrictions apply to salaries for the basic education program, and exclude supplemental 
contracts.  

 Districts may exceed the caps for specified hard-to-staff positions.  
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 Each of the minimum and maximum salaries is adjusted by inflation and by a district's 
regionalization factor. 

 
Salary Regionalization:  Under EHB 2242, beginning with the 2018-19 school year, the state 
must further adjust its salary allocations to reflect regional differences in the cost of hiring staff.  
 
The regionalization factor for each school district is  

 based on differences in the median residential value of each school district and its nearby 
districts,  

 has adjustments of 6, 12, or 18 percent. An additional adjustment equal to 6 percent is 
identified in the budget bill and must be reduced on a specified schedule through the 2022-
23 school year. For districts with a total adjustment of 24 percent, the additional 6 percent 
adjustment is completely eliminated by the 2022-23 school year. The additional 6 percent 
adjustment is reduced by 3 percentage points by the 2022-23 school year for other school 
districts receiving the additional adjustment.  

 
Supplemental Contracts: School districts may provide additional salary to CIS beyond that 
provided by the state. The additional salary is provided using supplemental contracts and must be 
for additional time, responsibilities, and incentives, also known as TRI. In accordance with EHB 
2242, the rate the district pays under a supplemental contract may not exceed the hourly rate of 
the employee under the employee's basic education salary.  
 
Temporary Limits on Salary Increases: 
EHB 2242 imposed temporary salary limits for the 2018-19 school year only—if a school district's 
collective bargaining agreement was modified after July 6, 2017, and in effect for the 2018-19 
school year, then school districts are restricted from providing a percentage increase to total 
salary, including supplemental contracts, for CIS, CAS, and CLS above inflation as measured by 
the Consumer Price Index (CPI). The CPI is described as the current base compiled by the 
Bureau of Labor Statistics, U.S. Department of Labor, for the city of Seattle. These provisions 
expire August 31, 2019. 
 
Inflation Measures: According to EHB 2242, except for the temporary restrictions on salary 
increases for the 2018-19 school year only, state salary allocations must provide an inflationary 
adjustment based on the Implicit Price Deflator (IPD), rather than the CPI. The IPD is described as 
the inflationary measure compiled by the Bureau of Labor Statistics, U.S. Department of Labor for 
the State of Washington. The inflation adjustment provided for enrichment levies and local effort 
assistance (LEA), is based on the IPD. This IPD is described as compiled by the Bureau of 
Economic Analysis of the U.S. Department of Commerce. 
 
Local School District Levies and LEA: 
In 2017, the Legislature reformed the maximum amount school districts may collect through their 
local district levies (enrichment levies) through the enactment of EHB 2242. EHB 2242 also 
substantially modifies state funding for the LEA program, which provides support for school 
districts with high local tax rates due to low assessed values. These changes take effect in 
calendar year 2019. 
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Before EHB 2242:   
Through calendar year 2019, a school district's maximum enrichment levy amount is determined 
by the district's levy base and levy percentage, also referred to as a lid. Generally speaking, a 
district's annual levy base is the total of its state and federal funding for the prior school year, 
adjusted for inflation, and including additional amounts that were added to the levy base in 2010, 
sometimes referred to as ghost money. The levy lid is the maximum allowable percentage of the 
levy base that a school district may collect. The levy lid for most school districts is 28 percent, 
which means that each calendar year, districts may collect up to 28 percent of their levy base. 
Some districts are grandfathered at a higher levy percentage. The 28 percent lid extends through 
calendar year 2018. Through calendar year 2019, a school district is eligible for LEA funding if the 
school district has a higher than average levy rate and if the district has certified a local 
enrichment levy. Levies are equalized up to 14 percent of the levy base, half of the 28 percent 
levy lid that is applied to the majority of districts.  
 
After EHB 2242:   
Beginning with calendar year 2019, school districts may collect enrichment levies based on a 
new levy lid. A district's maximum enrichment levy is the lesser of $2,500 per pupil or a rate of 
$1.50 per $1,000 of assessed value. To qualify for LEA funding, a school district must have a 
maximum local levy that generates less than a state LEA threshold of $1,500 per pupil. LEA 
funding is provided on a per-pupil allocation basis so that the sum of enrichment levy funding and 
LEA funding for a qualifying district levying the maximum $1.50 tax rate is $1,500 per pupil. State 
LEA allocations are provided in proportion to the ratio of a school district's actual enrichment levy 
compared to its maximum levy. Both the per-pupil local levy lid and LEA threshold amount are 
adjusted annually for inflation beginning in calendar year 2020.  
 
Enrichment Levy Restrictions:  EHB 2242 changed maintenance and operation levies and 
transportation vehicle levies to enrichment levies. Beginning 2019-20 school year, school 
districts may use local enrichment levies solely for documented and demonstrated 
enrichment and not for basic education. Use of local levies for supplemental contracts 
must also meet this requirement. School districts must receive pre-ballot approval from the 
Office of the Superintendent of Public Instruction (OSPI) of an expenditure plan for enrichment 
levies, before submitting the levy to voters.  
 
http://fiscal.wa.gov/BudgetOLEAPDocs  
 
http://www.k12.wa.us/Workgroups/SalaryGrid.aspx  
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Presenters:  
 

Meredith Colvin, Bethel School District 

MhColvin@bethelsd.org  

 

Laura Bradburn, Mukilteo School District 

BradburnLD@mukilteo.wednet.edu  

 

Stephanie Drake, Spokane Public Schools 

StephanieDr@spokaneschools.org 

 

Jean Sander, Spokane Public Schools  

Jeans@spokaneschools.org  
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From:  monaglej@skschools.org

Sent time:  10/10/2018 09:57:44 AM

To:  tallman@skschools.org; stewartj@skschools.org; jensenv@skschools.org

Subject:  Canceled: Region 5 Meeting

Attachments:  attachment.ics    
 

Good morning, Region 5!

It was great seeing folks on June 1st for our last meeting of the 2017-18 school year. 

The WSPA Board Retreat was full of great conversation, plans and innovative changes coming to our
association in the coming months. Chelle and I look forward to sharing the direction WSPA is heading when
we meet next.

Our first meeting of the 2018-19 school year is scheduled for Friday, October 12. SAVE THE DATE! 

On behalf of Chelle and myself, we hope you all are able to take some time to relax and enjoy your summer.

Take good care!

Denise 

 



attachment.txt[8/11/2020 10:25:21 AM]

BEGIN:VCALENDAR
METHOD:CANCEL
PRODID:Microsoft Exchange Server 2010
VERSION:2.0
BEGIN:VTIMEZONE
TZID:Pacific Standard Time
BEGIN:STANDARD
DTSTART:16010101T020000
TZOFFSETFROM:-0700
TZOFFSETTO:-0800
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=1SU;BYMONTH=11
END:STANDARD
BEGIN:DAYLIGHT
DTSTART:16010101T020000
TZOFFSETFROM:-0800
TZOFFSETTO:-0700
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=2SU;BYMONTH=3
END:DAYLIGHT
END:VTIMEZONE
BEGIN:VEVENT
ORGANIZER:MAILTO:monaglej@skschools.org
ATTENDEE;ROLE=REQ-PARTICIPANT;PARTSTAT=NEEDS-ACTION;RSVP=TRUE:MAILTO:tallma
 n@skschools.org
ATTENDEE;ROLE=REQ-PARTICIPANT;PARTSTAT=NEEDS-ACTION;RSVP=TRUE:MAILTO:stewar
 tj@skschools.org
ATTENDEE;ROLE=REQ-PARTICIPANT;PARTSTAT=NEEDS-ACTION;RSVP=TRUE:MAILTO:jensen
 v@skschools.org
DESCRIPTION;LANGUAGE=en-US:Good morning\, Region 5!\n\nIt was great seeing 
 folks on June 1st for our last meeting of the 2017-18 school year.\n\nThe 
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From:  Chelle Lente <waspa@memberclicks-mail.net>

Sent time:  10/10/2018 10:05:13 AM

To:  stewartj@skschools.org

Subject:  Regional Meeting Update
 

Greetings, WSPA Region 5!

 

This email brings an update to you regarding our first 2018-2019 Regional Meeting. 

 

We are not meeting this week, but have moved the meeting to Friday, November 30, 2018, from 9:00 AM - 12:00 PM. 
Bremerton School District has graciously offered to host. 

 

Curtis Leonard is scheduled to join us that date and is looking forward to hearing from us as to what "Hot Topic" we'd like him to
discuss.  Please let me know of any topics you are wanting to hear more about, so we can have Curtis prepare something
meaningful for our group. 

 

Looking foward to connecting with you all in November!

 

Denise and Chelle

Region 5 Co-Representatives
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From:  Chelle Lente <waspa@memberclicks-mail.net>

Sent time:  10/10/2018 10:05:22 AM

To:  finnie@skschools.org

Subject:  Regional Meeting Update
 

Greetings, WSPA Region 5!

 

This email brings an update to you regarding our first 2018-2019 Regional Meeting. 

 

We are not meeting this week, but have moved the meeting to Friday, November 30, 2018, from 9:00 AM - 12:00 PM. 
Bremerton School District has graciously offered to host. 

 

Curtis Leonard is scheduled to join us that date and is looking forward to hearing from us as to what "Hot Topic" we'd like him to
discuss.  Please let me know of any topics you are wanting to hear more about, so we can have Curtis prepare something
meaningful for our group. 

 

Looking foward to connecting with you all in November!

 

Denise and Chelle

Region 5 Co-Representatives
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From:  Chelle Lente <waspa@memberclicks-mail.net>

Sent time:  10/10/2018 10:05:13 AM

To:  monaglej@skschools.org

Subject:  Regional Meeting Update
 

Greetings, WSPA Region 5!

 

This email brings an update to you regarding our first 2018-2019 Regional Meeting. 

 

We are not meeting this week, but have moved the meeting to Friday, November 30, 2018, from 9:00 AM - 12:00 PM. 
Bremerton School District has graciously offered to host. 

 

Curtis Leonard is scheduled to join us that date and is looking forward to hearing from us as to what "Hot Topic" we'd like him to
discuss.  Please let me know of any topics you are wanting to hear more about, so we can have Curtis prepare something
meaningful for our group. 

 

Looking foward to connecting with you all in November!

 

Denise and Chelle

Region 5 Co-Representatives
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From:  Chelle Lente <waspa@memberclicks-mail.net>

Sent time:  10/10/2018 10:05:25 AM

To:  tallman@skschools.org

Subject:  Regional Meeting Update
 

Greetings, WSPA Region 5!

 

This email brings an update to you regarding our first 2018-2019 Regional Meeting. 

 

We are not meeting this week, but have moved the meeting to Friday, November 30, 2018, from 9:00 AM - 12:00 PM. 
Bremerton School District has graciously offered to host. 

 

Curtis Leonard is scheduled to join us that date and is looking forward to hearing from us as to what "Hot Topic" we'd like him to
discuss.  Please let me know of any topics you are wanting to hear more about, so we can have Curtis prepare something
meaningful for our group. 

 

Looking foward to connecting with you all in November!

 

Denise and Chelle

Region 5 Co-Representatives
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From:  Chelle Lente <waspa@memberclicks-mail.net>

Sent time:  10/10/2018 10:05:15 AM

To:  holsten@skschools.org

Subject:  Regional Meeting Update
 

Greetings, WSPA Region 5!

 

This email brings an update to you regarding our first 2018-2019 Regional Meeting. 

 

We are not meeting this week, but have moved the meeting to Friday, November 30, 2018, from 9:00 AM - 12:00 PM. 
Bremerton School District has graciously offered to host. 

 

Curtis Leonard is scheduled to join us that date and is looking forward to hearing from us as to what "Hot Topic" we'd like him to
discuss.  Please let me know of any topics you are wanting to hear more about, so we can have Curtis prepare something
meaningful for our group. 

 

Looking foward to connecting with you all in November!

 

Denise and Chelle

Region 5 Co-Representatives
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From:  Chelle Lente <waspa@memberclicks-mail.net>

Sent time:  10/10/2018 10:05:31 AM

To:  jensenv@skschools.org

Subject:  Regional Meeting Update
 

Greetings, WSPA Region 5!

 

This email brings an update to you regarding our first 2018-2019 Regional Meeting. 

 

We are not meeting this week, but have moved the meeting to Friday, November 30, 2018, from 9:00 AM - 12:00 PM. 
Bremerton School District has graciously offered to host. 

 

Curtis Leonard is scheduled to join us that date and is looking forward to hearing from us as to what "Hot Topic" we'd like him to
discuss.  Please let me know of any topics you are wanting to hear more about, so we can have Curtis prepare something
meaningful for our group. 

 

Looking foward to connecting with you all in November!

 

Denise and Chelle

Region 5 Co-Representatives
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  10/10/2018 06:02:53 AM

To:  holsten@skschools.org

Subject:  WSPA Updates and Events
 

Hello WSPA Members,

Thank you for your continued participation and support of WSPA. We look forward to seeing you at our many events and to
having you join forces with us as we advocate for legislative action that supports education and WSPA endorsed initiatives. 

Upcoming events: 

School Law Conference

October 15-16, 2018
DoubleTree Suites by Hilton at Southcenter in Tukwila, WA
Please click here for conference information and registration. 

HELP Fall Writing Workshop

October 22, 2018
Puget Sound Educational Service District
Please click here for conference information and registration

For more information about WSPA or any of our upcoming events please visit our website at www.wspa.net

Thank you, 

Washington School Personnel Association
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  10/10/2018 06:02:38 AM

To:  monaglej@skschools.org

Subject:  WSPA Updates and Events
 

Hello WSPA Members,

Thank you for your continued participation and support of WSPA. We look forward to seeing you at our many events and to
having you join forces with us as we advocate for legislative action that supports education and WSPA endorsed initiatives. 

Upcoming events: 

School Law Conference

October 15-16, 2018
DoubleTree Suites by Hilton at Southcenter in Tukwila, WA
Please click here for conference information and registration. 

HELP Fall Writing Workshop

October 22, 2018
Puget Sound Educational Service District
Please click here for conference information and registration

For more information about WSPA or any of our upcoming events please visit our website at www.wspa.net

Thank you, 

Washington School Personnel Association
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  10/10/2018 06:03:52 AM

To:  finnie@skschools.org

Subject:  WSPA Updates and Events
 

Hello WSPA Members,

Thank you for your continued participation and support of WSPA. We look forward to seeing you at our many events and to
having you join forces with us as we advocate for legislative action that supports education and WSPA endorsed initiatives. 

Upcoming events: 

School Law Conference

October 15-16, 2018
DoubleTree Suites by Hilton at Southcenter in Tukwila, WA
Please click here for conference information and registration. 

HELP Fall Writing Workshop

October 22, 2018
Puget Sound Educational Service District
Please click here for conference information and registration

For more information about WSPA or any of our upcoming events please visit our website at www.wspa.net

Thank you, 

Washington School Personnel Association
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  10/10/2018 06:05:23 AM

To:  jensenv@skschools.org

Subject:  WSPA Updates and Events
 

Hello WSPA Members,

Thank you for your continued participation and support of WSPA. We look forward to seeing you at our many events and to
having you join forces with us as we advocate for legislative action that supports education and WSPA endorsed initiatives. 

Upcoming events: 

School Law Conference

October 15-16, 2018
DoubleTree Suites by Hilton at Southcenter in Tukwila, WA
Please click here for conference information and registration. 

HELP Fall Writing Workshop

October 22, 2018
Puget Sound Educational Service District
Please click here for conference information and registration

For more information about WSPA or any of our upcoming events please visit our website at www.wspa.net

Thank you, 

Washington School Personnel Association

This email was sent to jensenv@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  10/10/2018 06:02:37 AM

To:  stewartj@skschools.org

Subject:  WSPA Updates and Events
 

Hello WSPA Members,

Thank you for your continued participation and support of WSPA. We look forward to seeing you at our many events and to
having you join forces with us as we advocate for legislative action that supports education and WSPA endorsed initiatives. 

Upcoming events: 

School Law Conference

October 15-16, 2018
DoubleTree Suites by Hilton at Southcenter in Tukwila, WA
Please click here for conference information and registration. 

HELP Fall Writing Workshop

October 22, 2018
Puget Sound Educational Service District
Please click here for conference information and registration

For more information about WSPA or any of our upcoming events please visit our website at www.wspa.net

Thank you, 

Washington School Personnel Association

This email was sent to stewartj@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  10/10/2018 06:04:24 AM

To:  tallman@skschools.org

Subject:  WSPA Updates and Events
 

Hello WSPA Members,

Thank you for your continued participation and support of WSPA. We look forward to seeing you at our many events and to
having you join forces with us as we advocate for legislative action that supports education and WSPA endorsed initiatives. 

Upcoming events: 

School Law Conference

October 15-16, 2018
DoubleTree Suites by Hilton at Southcenter in Tukwila, WA
Please click here for conference information and registration. 

HELP Fall Writing Workshop

October 22, 2018
Puget Sound Educational Service District
Please click here for conference information and registration

For more information about WSPA or any of our upcoming events please visit our website at www.wspa.net

Thank you, 

Washington School Personnel Association

This email was sent to tallman@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States
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From:  admin@wspa.net

Sent time:  10/12/2018 12:35:22 PM

To:  admin@wspa.net

Subject:  2018 School Law Conference: welcome, agenda, and conference materials

Attachments:  2018 Law Conference Agenda_UPDATED 10.12.2018.pdf    
 

Dear School Law Conference attendees,  
 
Thank you for taking the time out of your very busy schedules to join us at the upcoming School Law Conference. We value your
time and are proud to present an agenda that will provide timely and relevant information presented by some of Washington
State’s most prestigious law firms. 

School Law Conference
·         October 15‐16, 2018
·         DoubleTree Suites by Hilton at Southcenter

o   16500 Southcenter Parkway, Tukwila, WA 98188
 
Conference materials will be available electronically for your review.
 

·         In order to access these materials, you have been provided a special username and password to access our
website:
§  Username:  law2018
§  Password:    wspa

·         Please note that you must log out of your WSPA membership account and log in using the above
username/password in order to access the materials

·         Please visit www.wspa.net and login with the above account to access this information.
 
We are still receiving presentation documents and will be posting updates to the materials throughout the event. Please check
back for the most up‐to‐date information.
 
WiFi will be available at the hotel so that you may access the materials during the conference sessions. 
 
Please let me know if you have any questions or if I may be of any assistance.
 
We look forward to seeing you at the conference.  
 
Thank you,

Jennifer Tottenham
 

Jennifer Tottenham
Program Coordinator
Washington School Personnel Association
PO Box 1600  Anacortes, Washington 98221
Phone: 360‐825‐1415/Fax: 253‐736‐0333
http://www.wspa.net/
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https://www.linkedin.com/company/washington-school-personnel-association?trk=biz-companies-cym
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School Law Conference 2018 

Change is in the Air  

DoubleTree Suites by Hilton at Southcenter 

16500 Southcenter Parkway, Seattle, WA 98188 

 

Monday, October 15, 2018 

Schedule Ballroom Monterey Room Summit Room 

7:30 am Registration begins in Foyer 

Breakfast Keynote 
8:00-9:00 

Debriefing the 2018 Bargain 
Curtis Leonard, Buzz Porter, Strike Panel  

Session 1 
9:15-10:30 

PERC Update 
Michael Sellers, Executive Director, 
Public Employment Relations 
Commission  

Employee Freedom of Expression in 
the Era of Social Media 
Garrett Williams, Stevens Clay 

Top 10 Things Administrators Need 
to Know 
Rick Kaiser, Law Offices of Richard 
Kaiser 

Session 2 
10:40-11:55 

Union Dues in a Post-Janus World 
Rachel Miller and Valerie Walker, 
Porter, Foster & Rorick 

Navigating the PRA, Best Practices for 
School Districts, Updates on PRA 
Mark O’Donnell, Preg O’Donnell 

HR’s Role with Personal Service 
Contracts – FERPA and Legal 
Considerations 
Tony Anselmo, Stevens Clay 

Lunch 
12:15-12:45 

 

Keynote 
12:45-2:05 

Preparing for the 2019 Legislative Session 
Charles L. Brown, Heidi Kay Walter, Dr. Frank Hewins 

Cascade Government Affairs 

Session 3 
2:15-3:30 

SEBB Update 
Scott Nicholson, Deputy Director, 
Human Resources, State of 
Washington 

Student Discipline Law Changes 
Parker Howell, Porter, Foster & Rorick 

Parental Rights vs. Student Privacy: 
What are Parents Entitled to Know? 
Tim Campbell and Angie Marshlain, 
Patterson Buchanan 

Hosted Reception – Patterson, Buchanan, Fobes & Leitch 

Tuesday, October, 16, 2018 

Breakfast Keynote 
8:30-9:30 

The Future of Collective Bargaining in Washington 
Buzz Porter, Porter, Foster & Rorick 

Session 4 
9:40-10:55 

Primary Level Student Supervision 
– Complications and Possible 
Solutions 
Charles Leitch, Patterson Buchanan 

PESB Update 
David Brenna, PESB 

Special Education Law 101: Ten 
Things Every HR Professional Needs 
to Know 
Susan Winkelman, Pacifica Law 
Group 

Session 5 
11:00-12:15 

School Employee Strikes 
Lance Andree and  Leilani Fisher, 
Porter, Foster & Rorick 

New Para Educator Requirements 
Jack Busbee, PESB 

Keeping Students Safe – Liability in 
Athletics  
Emma Gillespie, Preg O’Donnell 

Lunch Keynote 
12:25-1:25 

The Year in Review/Legal Updates 
Chuck Lind, Patterson Buchanan 

Session 6 
1:35-2:50 

Layoffs and Restructuring the 
Workforce – RIF, Non-renewal and 
Transfer to Subordinate Position 
Lorraine Wilson, Porter, Foster & 
Rorick 

Nuances with Professional Boundary 
Situations: Why Boundaries Matter 
and What to do When They are Not 
Observed 
Don Austin, Patterson Buchanan 

Sexual Harassment in the #MeToo 
Era 
Shirley Lou-Magnuson, Patterson 
Buchanan 

All conference materials will be shared electronically with attendees  
www.wspa.net     username: 2018law     password: wspa  

20
18

 L
aw

 C
on

fe
re

nc
e 

A
ge

nd
a_

U
P

D
A

T
E

D
 1

0.
12

.2
01

8.
pd

f

https://www.wspa.net/
http://www.wspa.net/


From:  villars@skschools.org

Sent time:  10/12/2018 12:12:59 PM

To:  holsten@skschools.org

Subject:  Accepted: Jerry @ WSPA - Law Conference

Attachments:  attachment.ics    
 



attachment.txt[8/11/2020 10:25:33 AM]

BEGIN:VCALENDAR
METHOD:REPLY
PRODID:Microsoft Exchange Server 2010
VERSION:2.0
BEGIN:VTIMEZONE
TZID:America/Los_Angeles
BEGIN:STANDARD
DTSTART:16010101T020000
TZOFFSETFROM:-0700
TZOFFSETTO:-0800
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=1SU;BYMONTH=11
END:STANDARD
BEGIN:DAYLIGHT
DTSTART:16010101T020000
TZOFFSETFROM:-0800
TZOFFSETTO:-0700
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=2SU;BYMONTH=3
END:DAYLIGHT
END:VTIMEZONE
BEGIN:VEVENT
ORGANIZER:MAILTO:holsten@skschools.org
ATTENDEE;PARTSTAT=ACCEPTED:MAILTO:villars@skschools.org
COMMENT;LANGUAGE=en-US:\n
SUMMARY;LANGUAGE=en-US:Accepted: Jerry @ WSPA - Law Conference
DTSTART;TZID=America/Los_Angeles:20181015T000000
DTEND;TZID=America/Los_Angeles:20181016T000000
UID:040000008200E00074C5B7101A82E00800000000500C87011562D401000000000000000
 0100000002FB47FD01EB58C4CBB5557EA7763F2DD
CLASS:PUBLIC
PRIORITY:5
DTSTAMP:20181012T171906Z
TRANSP:TRANSPARENT
STATUS:CONFIRMED
SEQUENCE:0
LOCATION;LANGUAGE=en-US:Tukwila
X-MICROSOFT-CDO-APPT-SEQUENCE:0
X-MICROSOFT-CDO-BUSYSTATUS:FREE
X-MICROSOFT-CDO-INTENDEDSTATUS:BUSY
X-MICROSOFT-CDO-ALLDAYEVENT:TRUE
X-MICROSOFT-CDO-IMPORTANCE:1
X-MICROSOFT-CDO-INSTTYPE:0
X-MICROSOFT-DISALLOW-COUNTER:FALSE
END:VEVENT
END:VCALENDAR



From:  villars@skschools.org

Sent time:  10/12/2018 12:13:02 PM

To:  holsten@skschools.org

Subject:  Accepted: Jerry @ WSPA Law Conference

Attachments:  attachment.ics    
 



attachment.txt[8/11/2020 10:25:43 AM]

BEGIN:VCALENDAR
METHOD:REPLY
PRODID:Microsoft Exchange Server 2010
VERSION:2.0
BEGIN:VTIMEZONE
TZID:America/Los_Angeles
BEGIN:STANDARD
DTSTART:16010101T020000
TZOFFSETFROM:-0700
TZOFFSETTO:-0800
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=1SU;BYMONTH=11
END:STANDARD
BEGIN:DAYLIGHT
DTSTART:16010101T020000
TZOFFSETFROM:-0800
TZOFFSETTO:-0700
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=2SU;BYMONTH=3
END:DAYLIGHT
END:VTIMEZONE
BEGIN:VEVENT
ORGANIZER:MAILTO:holsten@skschools.org
ATTENDEE;PARTSTAT=ACCEPTED:MAILTO:villars@skschools.org
COMMENT;LANGUAGE=en-US:\n
SUMMARY;LANGUAGE=en-US:Accepted: Jerry @ WSPA Law Conference
DTSTART;TZID=America/Los_Angeles:20181016T000000
DTEND;TZID=America/Los_Angeles:20181017T000000
UID:040000008200E00074C5B7101A82E0080000000050B08E1E1562D401000000000000000
 010000000C87F637A6AB7124D8176036DB93D291E
CLASS:PUBLIC
PRIORITY:5
DTSTAMP:20181012T171954Z
TRANSP:TRANSPARENT
STATUS:CONFIRMED
SEQUENCE:0
LOCATION;LANGUAGE=en-US:Tukwilla
X-MICROSOFT-CDO-APPT-SEQUENCE:0
X-MICROSOFT-CDO-BUSYSTATUS:FREE
X-MICROSOFT-CDO-INTENDEDSTATUS:BUSY
X-MICROSOFT-CDO-ALLDAYEVENT:TRUE
X-MICROSOFT-CDO-IMPORTANCE:1
X-MICROSOFT-CDO-INSTTYPE:0
X-MICROSOFT-DISALLOW-COUNTER:FALSE
END:VEVENT
END:VCALENDAR



From:  holsten@skschools.org

Sent time:  10/12/2018 10:19:06 AM

To:  stewarta@skschools.org

Subject:  Jerry @ WSPA - Law Conference

Attachments:  attachment.ics    
 

 



attachment.txt[8/11/2020 10:26:32 AM]

BEGIN:VCALENDAR
METHOD:REQUEST
PRODID:Microsoft Exchange Server 2010
VERSION:2.0
BEGIN:VTIMEZONE
TZID:Pacific Standard Time
BEGIN:STANDARD
DTSTART:16010101T020000
TZOFFSETFROM:-0700
TZOFFSETTO:-0800
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=1SU;BYMONTH=11
END:STANDARD
BEGIN:DAYLIGHT
DTSTART:16010101T020000
TZOFFSETFROM:-0800
TZOFFSETTO:-0700
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=2SU;BYMONTH=3
END:DAYLIGHT
END:VTIMEZONE
BEGIN:VEVENT
ORGANIZER:MAILTO:holsten@skschools.org
ATTENDEE;ROLE=REQ-PARTICIPANT;PARTSTAT=NEEDS-ACTION;RSVP=TRUE:MAILTO:stewar
 ta@skschools.org
DESCRIPTION;LANGUAGE=en-US:\n
SUMMARY;LANGUAGE=en-US:Jerry @ WSPA - Law Conference
DTSTART;TZID=Pacific Standard Time:20181015T000000
DTEND;TZID=Pacific Standard Time:20181016T000000
UID:040000008200E00074C5B7101A82E00800000000500C87011562D401000000000000000
 0100000002FB47FD01EB58C4CBB5557EA7763F2DD
CLASS:PUBLIC
PRIORITY:5
DTSTAMP:20181012T171906Z
TRANSP:OPAQUE
STATUS:CONFIRMED
SEQUENCE:0
LOCATION;LANGUAGE=en-US:Tukwila
X-MICROSOFT-CDO-APPT-SEQUENCE:0
X-MICROSOFT-CDO-OWNERAPPTID:627877858
X-MICROSOFT-CDO-BUSYSTATUS:TENTATIVE
X-MICROSOFT-CDO-INTENDEDSTATUS:FREE
X-MICROSOFT-CDO-ALLDAYEVENT:TRUE
X-MICROSOFT-CDO-IMPORTANCE:1
X-MICROSOFT-CDO-INSTTYPE:0
X-MICROSOFT-DISALLOW-COUNTER:FALSE
BEGIN:VALARM
ACTION:DISPLAY
DESCRIPTION:REMINDER
TRIGGER;RELATED=START:-PT12H
END:VALARM
END:VEVENT
END:VCALENDAR



From:  holsten@skschools.org

Sent time:  10/12/2018 10:19:06 AM

To:  brandsma@skschools.org; villars@skschools.org; farmer@skschools.org

Subject:  Jerry @ WSPA - Law Conference

Attachments:  attachment.ics    
 

 



attachment.txt[8/11/2020 10:26:41 AM]

BEGIN:VCALENDAR
METHOD:REQUEST
PRODID:Microsoft Exchange Server 2010
VERSION:2.0
BEGIN:VTIMEZONE
TZID:Pacific Standard Time
BEGIN:STANDARD
DTSTART:16010101T020000
TZOFFSETFROM:-0700
TZOFFSETTO:-0800
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=1SU;BYMONTH=11
END:STANDARD
BEGIN:DAYLIGHT
DTSTART:16010101T020000
TZOFFSETFROM:-0800
TZOFFSETTO:-0700
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=2SU;BYMONTH=3
END:DAYLIGHT
END:VTIMEZONE
BEGIN:VEVENT
ORGANIZER:MAILTO:holsten@skschools.org
ATTENDEE;ROLE=REQ-PARTICIPANT;PARTSTAT=NEEDS-ACTION;RSVP=TRUE:MAILTO:brands
 ma@skschools.org
ATTENDEE;ROLE=REQ-PARTICIPANT;PARTSTAT=NEEDS-ACTION;RSVP=TRUE:MAILTO:villar
 s@skschools.org
ATTENDEE;ROLE=REQ-PARTICIPANT;PARTSTAT=NEEDS-ACTION;RSVP=TRUE:MAILTO:farmer
 @skschools.org
DESCRIPTION;LANGUAGE=en-US:\n
SUMMARY;LANGUAGE=en-US:Jerry @ WSPA - Law Conference
DTSTART;TZID=Pacific Standard Time:20181015T000000
DTEND;TZID=Pacific Standard Time:20181016T000000
UID:040000008200E00074C5B7101A82E00800000000500C87011562D401000000000000000
 0100000002FB47FD01EB58C4CBB5557EA7763F2DD
CLASS:PUBLIC
PRIORITY:5
DTSTAMP:20181012T171906Z
TRANSP:OPAQUE
STATUS:CONFIRMED
SEQUENCE:0
LOCATION;LANGUAGE=en-US:Tukwila
X-MICROSOFT-CDO-APPT-SEQUENCE:0
X-MICROSOFT-CDO-OWNERAPPTID:627877858
X-MICROSOFT-CDO-BUSYSTATUS:TENTATIVE
X-MICROSOFT-CDO-INTENDEDSTATUS:FREE
X-MICROSOFT-CDO-ALLDAYEVENT:TRUE
X-MICROSOFT-CDO-IMPORTANCE:1
X-MICROSOFT-CDO-INSTTYPE:0
X-MICROSOFT-DISALLOW-COUNTER:FALSE
BEGIN:VALARM
ACTION:DISPLAY
DESCRIPTION:REMINDER
TRIGGER;RELATED=START:-PT12H
END:VALARM



attachment.txt[8/11/2020 10:26:41 AM]

END:VEVENT
END:VCALENDAR



From:  holsten@skschools.org

Sent time:  10/12/2018 10:19:55 AM

To:  stewarta@skschools.org

Subject:  Jerry @ WSPA Law Conference

Attachments:  attachment.ics    
 

 



attachment.txt[8/11/2020 10:26:51 AM]

BEGIN:VCALENDAR
METHOD:REQUEST
PRODID:Microsoft Exchange Server 2010
VERSION:2.0
BEGIN:VTIMEZONE
TZID:Pacific Standard Time
BEGIN:STANDARD
DTSTART:16010101T020000
TZOFFSETFROM:-0700
TZOFFSETTO:-0800
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=1SU;BYMONTH=11
END:STANDARD
BEGIN:DAYLIGHT
DTSTART:16010101T020000
TZOFFSETFROM:-0800
TZOFFSETTO:-0700
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=2SU;BYMONTH=3
END:DAYLIGHT
END:VTIMEZONE
BEGIN:VEVENT
ORGANIZER:MAILTO:holsten@skschools.org
ATTENDEE;ROLE=REQ-PARTICIPANT;PARTSTAT=NEEDS-ACTION;RSVP=TRUE:MAILTO:stewar
 ta@skschools.org
DESCRIPTION;LANGUAGE=en-US:\n
SUMMARY;LANGUAGE=en-US:Jerry @ WSPA Law Conference
DTSTART;TZID=Pacific Standard Time:20181016T000000
DTEND;TZID=Pacific Standard Time:20181017T000000
UID:040000008200E00074C5B7101A82E0080000000050B08E1E1562D401000000000000000
 010000000C87F637A6AB7124D8176036DB93D291E
CLASS:PUBLIC
PRIORITY:5
DTSTAMP:20181012T171954Z
TRANSP:OPAQUE
STATUS:CONFIRMED
SEQUENCE:0
LOCATION;LANGUAGE=en-US:Tukwilla
X-MICROSOFT-CDO-APPT-SEQUENCE:0
X-MICROSOFT-CDO-OWNERAPPTID:627877858
X-MICROSOFT-CDO-BUSYSTATUS:TENTATIVE
X-MICROSOFT-CDO-INTENDEDSTATUS:FREE
X-MICROSOFT-CDO-ALLDAYEVENT:TRUE
X-MICROSOFT-CDO-IMPORTANCE:1
X-MICROSOFT-CDO-INSTTYPE:0
X-MICROSOFT-DISALLOW-COUNTER:FALSE
BEGIN:VALARM
ACTION:DISPLAY
DESCRIPTION:REMINDER
TRIGGER;RELATED=START:-PT12H
END:VALARM
END:VEVENT
END:VCALENDAR



From:  holsten@skschools.org

Sent time:  10/12/2018 10:19:55 AM

To:  brandsma@skschools.org; villars@skschools.org; farmer@skschools.org

Subject:  Jerry @ WSPA Law Conference

Attachments:  attachment.ics    
 

 



attachment.txt[8/11/2020 10:27:41 AM]

BEGIN:VCALENDAR
METHOD:REQUEST
PRODID:Microsoft Exchange Server 2010
VERSION:2.0
BEGIN:VTIMEZONE
TZID:Pacific Standard Time
BEGIN:STANDARD
DTSTART:16010101T020000
TZOFFSETFROM:-0700
TZOFFSETTO:-0800
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=1SU;BYMONTH=11
END:STANDARD
BEGIN:DAYLIGHT
DTSTART:16010101T020000
TZOFFSETFROM:-0800
TZOFFSETTO:-0700
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=2SU;BYMONTH=3
END:DAYLIGHT
END:VTIMEZONE
BEGIN:VEVENT
ORGANIZER:MAILTO:holsten@skschools.org
ATTENDEE;ROLE=REQ-PARTICIPANT;PARTSTAT=NEEDS-ACTION;RSVP=TRUE:MAILTO:brands
 ma@skschools.org
ATTENDEE;ROLE=REQ-PARTICIPANT;PARTSTAT=NEEDS-ACTION;RSVP=TRUE:MAILTO:villar
 s@skschools.org
ATTENDEE;ROLE=REQ-PARTICIPANT;PARTSTAT=NEEDS-ACTION;RSVP=TRUE:MAILTO:farmer
 @skschools.org
DESCRIPTION;LANGUAGE=en-US:\n
SUMMARY;LANGUAGE=en-US:Jerry @ WSPA Law Conference
DTSTART;TZID=Pacific Standard Time:20181016T000000
DTEND;TZID=Pacific Standard Time:20181017T000000
UID:040000008200E00074C5B7101A82E0080000000050B08E1E1562D401000000000000000
 010000000C87F637A6AB7124D8176036DB93D291E
CLASS:PUBLIC
PRIORITY:5
DTSTAMP:20181012T171954Z
TRANSP:OPAQUE
STATUS:CONFIRMED
SEQUENCE:0
LOCATION;LANGUAGE=en-US:Tukwilla
X-MICROSOFT-CDO-APPT-SEQUENCE:0
X-MICROSOFT-CDO-OWNERAPPTID:627877858
X-MICROSOFT-CDO-BUSYSTATUS:TENTATIVE
X-MICROSOFT-CDO-INTENDEDSTATUS:FREE
X-MICROSOFT-CDO-ALLDAYEVENT:TRUE
X-MICROSOFT-CDO-IMPORTANCE:1
X-MICROSOFT-CDO-INSTTYPE:0
X-MICROSOFT-DISALLOW-COUNTER:FALSE
BEGIN:VALARM
ACTION:DISPLAY
DESCRIPTION:REMINDER
TRIGGER;RELATED=START:-PT12H
END:VALARM



attachment.txt[8/11/2020 10:27:41 AM]

END:VEVENT
END:VCALENDAR



From:  brandsma@skschools.org

Sent time:  10/14/2018 03:28:28 PM

To:  holsten@skschools.org

Subject:  Accepted: Jerry @ WSPA - Law Conference

Attachments:  attachment.ics    
 



attachment.txt[8/11/2020 10:27:51 AM]

BEGIN:VCALENDAR
METHOD:REPLY
PRODID:Microsoft Exchange Server 2010
VERSION:2.0
BEGIN:VTIMEZONE
TZID:America/Los_Angeles
BEGIN:STANDARD
DTSTART:16010101T020000
TZOFFSETFROM:-0700
TZOFFSETTO:-0800
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=1SU;BYMONTH=11
END:STANDARD
BEGIN:DAYLIGHT
DTSTART:16010101T020000
TZOFFSETFROM:-0800
TZOFFSETTO:-0700
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=2SU;BYMONTH=3
END:DAYLIGHT
END:VTIMEZONE
BEGIN:VEVENT
ORGANIZER:MAILTO:holsten@skschools.org
ATTENDEE;PARTSTAT=ACCEPTED:MAILTO:brandsma@skschools.org
COMMENT;LANGUAGE=en-US:\n
SUMMARY;LANGUAGE=en-US:Accepted: Jerry @ WSPA - Law Conference
DTSTART;TZID=America/Los_Angeles:20181015T000000
DTEND;TZID=America/Los_Angeles:20181016T000000
UID:040000008200E00074C5B7101A82E00800000000500C87011562D401000000000000000
 0100000002FB47FD01EB58C4CBB5557EA7763F2DD
CLASS:PUBLIC
PRIORITY:5
DTSTAMP:20181012T171906Z
TRANSP:TRANSPARENT
STATUS:CONFIRMED
SEQUENCE:0
LOCATION;LANGUAGE=en-US:Tukwila
X-MICROSOFT-CDO-APPT-SEQUENCE:0
X-MICROSOFT-CDO-BUSYSTATUS:FREE
X-MICROSOFT-CDO-INTENDEDSTATUS:BUSY
X-MICROSOFT-CDO-ALLDAYEVENT:TRUE
X-MICROSOFT-CDO-IMPORTANCE:1
X-MICROSOFT-CDO-INSTTYPE:0
X-MICROSOFT-DISALLOW-COUNTER:FALSE
END:VEVENT
END:VCALENDAR



From:  brandsma@skschools.org

Sent time:  10/14/2018 03:28:30 PM

To:  holsten@skschools.org

Subject:  Accepted: Jerry @ WSPA Law Conference

Attachments:  attachment.ics    
 



attachment.txt[8/11/2020 10:28:01 AM]

BEGIN:VCALENDAR
METHOD:REPLY
PRODID:Microsoft Exchange Server 2010
VERSION:2.0
BEGIN:VTIMEZONE
TZID:America/Los_Angeles
BEGIN:STANDARD
DTSTART:16010101T020000
TZOFFSETFROM:-0700
TZOFFSETTO:-0800
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=1SU;BYMONTH=11
END:STANDARD
BEGIN:DAYLIGHT
DTSTART:16010101T020000
TZOFFSETFROM:-0800
TZOFFSETTO:-0700
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=2SU;BYMONTH=3
END:DAYLIGHT
END:VTIMEZONE
BEGIN:VEVENT
ORGANIZER:MAILTO:holsten@skschools.org
ATTENDEE;PARTSTAT=ACCEPTED:MAILTO:brandsma@skschools.org
COMMENT;LANGUAGE=en-US:\n
SUMMARY;LANGUAGE=en-US:Accepted: Jerry @ WSPA Law Conference
DTSTART;TZID=America/Los_Angeles:20181016T000000
DTEND;TZID=America/Los_Angeles:20181017T000000
UID:040000008200E00074C5B7101A82E0080000000050B08E1E1562D401000000000000000
 010000000C87F637A6AB7124D8176036DB93D291E
CLASS:PUBLIC
PRIORITY:5
DTSTAMP:20181012T171954Z
TRANSP:TRANSPARENT
STATUS:CONFIRMED
SEQUENCE:0
LOCATION;LANGUAGE=en-US:Tukwilla
X-MICROSOFT-CDO-APPT-SEQUENCE:0
X-MICROSOFT-CDO-BUSYSTATUS:FREE
X-MICROSOFT-CDO-INTENDEDSTATUS:BUSY
X-MICROSOFT-CDO-ALLDAYEVENT:TRUE
X-MICROSOFT-CDO-IMPORTANCE:1
X-MICROSOFT-CDO-INSTTYPE:0
X-MICROSOFT-DISALLOW-COUNTER:FALSE
END:VEVENT
END:VCALENDAR



From:  monaglej@skschools.org

Sent time:  10/16/2018 01:47:11 PM

To:  tallman@skschools.org; stewartj@skschools.org; jensenv@skschools.org

Subject:  PESB - Library Support Paraeducators
 

Good afternoon,
 
At my conference today I attended a session in regards to the Paraeducator requirements and upcoming changes, hosted by
Jack Busbee. After the session I went up and spoke with Jack and David Brenna in regards to our Paraeducators that help
support our elementary librarians when they are in excess of 17 sections, per the SKEA CBA.
 
I shared that these Paraeducators serve as support for our librarians and do not provide any instruction to our students. I also
stated that they often only work a few minutes each day.
 
Jack and David shared that as long as these Paraeducators are not providing any instructional support and only providing
supervision and/or administrative support for the librarian, they do not need to meet the minimum requirements.
 
As long as we can verify no instruction is being provided, we do not need to continue to push the Paraeducators towards
completing those requirements.  
 
This information was given to me verbally by Jack Busbee during the 2018 WSPA law conference.
 
Thanks,
 
Jamie
 
 



From:  tallman@skschools.org

Sent time:  10/16/2018 02:33:32 PM

To:  monaglej@skschools.org; stewartj@skschools.org; jensenv@skschools.org

Subject:  RE: PESB - Library Support Paraeducators
 

Yahoo!  That’s awesome!
 

From: Monagle, Jamie 
Sent: Tuesday, October 16, 2018 1:47 PM
To: Tallman, Rachel <tallman@skschools.org>; Stewart, Jackie <stewartj@skschools.org>; Jensen, Vivian
<jensenv@skschools.org>
Subject: PESB ‐ Library Support Paraeducators
 
Good afternoon,
 
At my conference today I attended a session in regards to the Paraeducator requirements and upcoming changes, hosted by
Jack Busbee. After the session I went up and spoke with Jack and David Brenna in regards to our Paraeducators that help
support our elementary librarians when they are in excess of 17 sections, per the SKEA CBA.
 
I shared that these Paraeducators serve as support for our librarians and do not provide any instruction to our students. I also
stated that they often only work a few minutes each day.
 
Jack and David shared that as long as these Paraeducators are not providing any instructional support and only providing
supervision and/or administrative support for the librarian, they do not need to meet the minimum requirements.
 
As long as we can verify no instruction is being provided, we do not need to continue to push the Paraeducators towards
completing those requirements.  
 
This information was given to me verbally by Jack Busbee during the 2018 WSPA law conference.
 
Thanks,
 
Jamie
 
 



From:  jensenv@skschools.org

Sent time:  10/16/2018 01:56:00 PM

To:  monaglej@skschools.org; tallman@skschools.org; stewartj@skschools.org

Subject:  RE: PESB - Library Support Paraeducators
 

Yeah!!!!!
 
 
 
Vivian Jensen
Human Resource Specialist
South Kitsap School District
360-874-7077
Fax 360-874-7076
 

From: Monagle, Jamie 
Sent: Tuesday, October 16, 2018 1:47 PM
To: Tallman, Rachel <tallman@skschools.org>; Stewart, Jackie <stewartj@skschools.org>; Jensen, Vivian
<jensenv@skschools.org>
Subject: PESB ‐ Library Support Paraeducators
 
Good afternoon,
 
At my conference today I attended a session in regards to the Paraeducator requirements and upcoming changes, hosted by
Jack Busbee. After the session I went up and spoke with Jack and David Brenna in regards to our Paraeducators that help
support our elementary librarians when they are in excess of 17 sections, per the SKEA CBA.
 
I shared that these Paraeducators serve as support for our librarians and do not provide any instruction to our students. I also
stated that they often only work a few minutes each day.
 
Jack and David shared that as long as these Paraeducators are not providing any instructional support and only providing
supervision and/or administrative support for the librarian, they do not need to meet the minimum requirements.
 
As long as we can verify no instruction is being provided, we do not need to continue to push the Paraeducators towards
completing those requirements.  
 
This information was given to me verbally by Jack Busbee during the 2018 WSPA law conference.
 
Thanks,
 
Jamie
 
 



From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  10/16/2018 01:03:31 PM

To:  finnie@skschools.org

Subject:  Registration now open: WSPA/HELP Fall Writing Workshop
 

Hello WSPA Members,

Registration is still open to attend our upcoming HELP Fall Writing Workshop. Registration will remain open through Friday,
October 19. 

This workshop provides three sessions to choose from:

Session I - Basic Human Resources Writing 
Session II - Human Resources Legal Writing
Session III - How to Conduct a Workplace Investigation and Document your Findings

This workshop is open to all WSPA members. You do not need to be a HELP participant to attend.

HELP Fall Writing Workshop

October 22, 2018
Puget Sound Educational Service District
Please click here for conference information and registration

For more information about WSPA or any of our upcoming events please visit our website at www.wspa.net

Thank you, 

Washington School Personnel Association

This email was sent to finnie@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDBIaKXxALboFaSu80jOlgJ48rb5WS4-2Bi9XqbKvgaHicQ-3D-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0vNn1yVWgFnOwuMUlVVvKNpOijTsZVsLu-2FjDxQzuEvE-2BnqHN7zCQJTiDpIF9lIbp5IkMsk7LXegv1a-2FbvlULZKTlcfNp-2FkSWxrH5hSgzp2ZEFuMdlZycIFpez4Yo9XIt3X9JJMyNNUMqtYNY6NUmdW9n8nX4JVUf-2FPUAt-2BptCsYQxOhOwSoesmOJpiRi-2FzoZU76rbrs-2BTx5OmtU6b3nkioR2NC9sMkquSQICa9H4Ezy54vicrt9VY2usqPw2l-2FzuEA-3D-3D
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  10/16/2018 01:02:22 PM

To:  monaglej@skschools.org

Subject:  Registration now open: WSPA/HELP Fall Writing Workshop
 

Hello WSPA Members,

Registration is still open to attend our upcoming HELP Fall Writing Workshop. Registration will remain open through Friday,
October 19. 

This workshop provides three sessions to choose from:

Session I - Basic Human Resources Writing 
Session II - Human Resources Legal Writing
Session III - How to Conduct a Workplace Investigation and Document your Findings

This workshop is open to all WSPA members. You do not need to be a HELP participant to attend.

HELP Fall Writing Workshop

October 22, 2018
Puget Sound Educational Service District
Please click here for conference information and registration

For more information about WSPA or any of our upcoming events please visit our website at www.wspa.net

Thank you, 

Washington School Personnel Association

This email was sent to monaglej@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  10/16/2018 01:02:21 PM

To:  stewartj@skschools.org

Subject:  Registration now open: WSPA/HELP Fall Writing Workshop
 

Hello WSPA Members,

Registration is still open to attend our upcoming HELP Fall Writing Workshop. Registration will remain open through Friday,
October 19. 

This workshop provides three sessions to choose from:

Session I - Basic Human Resources Writing 
Session II - Human Resources Legal Writing
Session III - How to Conduct a Workplace Investigation and Document your Findings

This workshop is open to all WSPA members. You do not need to be a HELP participant to attend.

HELP Fall Writing Workshop

October 22, 2018
Puget Sound Educational Service District
Please click here for conference information and registration

For more information about WSPA or any of our upcoming events please visit our website at www.wspa.net

Thank you, 

Washington School Personnel Association

This email was sent to stewartj@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  10/16/2018 01:02:35 PM

To:  holsten@skschools.org

Subject:  Registration now open: WSPA/HELP Fall Writing Workshop
 

Hello WSPA Members,

Registration is still open to attend our upcoming HELP Fall Writing Workshop. Registration will remain open through Friday,
October 19. 

This workshop provides three sessions to choose from:

Session I - Basic Human Resources Writing 
Session II - Human Resources Legal Writing
Session III - How to Conduct a Workplace Investigation and Document your Findings

This workshop is open to all WSPA members. You do not need to be a HELP participant to attend.

HELP Fall Writing Workshop

October 22, 2018
Puget Sound Educational Service District
Please click here for conference information and registration

For more information about WSPA or any of our upcoming events please visit our website at www.wspa.net

Thank you, 

Washington School Personnel Association

This email was sent to holsten@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  10/16/2018 01:03:59 PM

To:  tallman@skschools.org

Subject:  Registration now open: WSPA/HELP Fall Writing Workshop
 

Hello WSPA Members,

Registration is still open to attend our upcoming HELP Fall Writing Workshop. Registration will remain open through Friday,
October 19. 

This workshop provides three sessions to choose from:

Session I - Basic Human Resources Writing 
Session II - Human Resources Legal Writing
Session III - How to Conduct a Workplace Investigation and Document your Findings

This workshop is open to all WSPA members. You do not need to be a HELP participant to attend.

HELP Fall Writing Workshop

October 22, 2018
Puget Sound Educational Service District
Please click here for conference information and registration

For more information about WSPA or any of our upcoming events please visit our website at www.wspa.net

Thank you, 

Washington School Personnel Association

This email was sent to tallman@skschools.org by admin@wspa.net
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  10/16/2018 01:04:54 PM

To:  jensenv@skschools.org

Subject:  Registration now open: WSPA/HELP Fall Writing Workshop
 

Hello WSPA Members,

Registration is still open to attend our upcoming HELP Fall Writing Workshop. Registration will remain open through Friday,
October 19. 

This workshop provides three sessions to choose from:

Session I - Basic Human Resources Writing 
Session II - Human Resources Legal Writing
Session III - How to Conduct a Workplace Investigation and Document your Findings

This workshop is open to all WSPA members. You do not need to be a HELP participant to attend.

HELP Fall Writing Workshop

October 22, 2018
Puget Sound Educational Service District
Please click here for conference information and registration

For more information about WSPA or any of our upcoming events please visit our website at www.wspa.net

Thank you, 

Washington School Personnel Association

This email was sent to jensenv@skschools.org by admin@wspa.net
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From:  monaglej@skschools.org

Sent time:  10/17/2018 09:01:01 AM

To:  monaglej@skschools.org

Attachments:  WSPA Law Conference 2018.docx     Emergency School Closure Make-Up Letter.docx    
 

 



                       

M E M O R A N D U M 
HUMAN RESOURCES DEPARTMENT 

 

October 18, 2018 

 

To: Classified Staff at Marcus Whitman Middle School 

From: Human Resources Department 

RE: Make Up Options for Paid Time due to October 5, 2018 Emergency School Closure 

 

Greetings, 

On Friday, October 5, 2018, the District made a determination to close the Marcus Whitman Middle School 

campus due to an anonymous threat. Staff were directed not to report to work that day. Although the 

school was closed, classified staff received their full compensation for their normal workday. This 

memorandum is to outline the two options that classified staff have for making up that paid time.  

If you are a classified staff member at Marcus Whitman Middle School that did not work your normal work 

hours on Friday, October 5, 2018 due to the emergency school closure, you have the following options to 

make up that time: 

1. You may log into the AESOP system and enter in emergency leave for the time missed. Emergency 

leave will be deducted from your sick leave balance; or 

 

2. You may work with your building administrator and begin a compensation form to make up the 

hours missed. All hours need to be made up prior to the close of the 2018-2019 school year.  

 

We appreciate all of your hard work and dedication to our students. If you have any questions in regards 

to making up paid time, please reach out to the Human Resources Department and speak to your Human 

Resources Specialist.  

 

Sincerely, 

 

Jerry Holsten 

Executive Director of Human Resources  
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From:  Jane Rausch <rauschj@evsd.org>

Sent time:  10/18/2018 12:00:21 PM

To:  
tabitha.whiting@tumwater.k12.wa.us; monaglej@skschools.org; kander1@tacoma.k12.wa.us; lsinclair@bethelsd.org; JamesHester
<jhester@fpschools.org>; Susan Partain <spartain@fwps.org>; PAMELA MONTGOMERY <pmontgomer@bethelsd.org>

Subject:  HR Writing

Attachments:  HELP Flyer_Oct 2018.docx    
 

Thank you for registering for WSPA's Human Resources Writing workshops for Monday, October 22nd!  All classes will be held
at the Puget Sound ESD.  That address is 800 Oaksdale Ave. SW, Renton.  Our sessions will begin at 9:00 am, with a light
breakfast provided at 8:30 am.

I am attaching the flyer with the schedule for the day.  We will be providing a full lunch for all participants, and are scheduled to end
at 3:00 pm.  Please don't hesitate to reach out should you have any questions.

I look forward to seeing you Monday!

Jane Rausch
Director of Human Resources
East Valley School District
3830 N. Sullivan, Bldg. 1
Spokane Valley, WA  99216
(509) 241-5025 phone
(509) 927-9503 fax



Writing Skills for Human Resources 

 

Date: Monday, October 22, 2018 

Time: 9:00 am – 3:00 pm 

Location: Puget Sound ESD 

800 Oaksdale Avenue SW 

Renton, WA 
 

HELP Session Topic Schedule Instructor 
 

HELP I Session 
Basic Human Resources Writing Skills 

 

Focus is on the basics of Human 
Resources written communication 
skills; samples will be provided. 
 

8:30 am – 9:00 am Registration 
 

9:00 am – 12:00 pm 
 

12:00 pm – 12:45 – Lunch 
 

12:45 pm – 3:00 pm 

 
Debra Tito  

Director of Human Resources 
Renton School District 

 
Amie Brandmire 

Human Resources Executive Director 
Puyallup School District 

 

HELP II Session 
Human Resources Legal Writing 

 

Focus is on legal matters to consider 
while addressing and documenting 
various employee issues. The basics of 
letters of reprimand and probable 
cause letters will be reviewed and 
discussed during this time. 
 

8:30 am – 9:00 am Registration 
 

9:00 am – 12:00 pm 
 

12:00 pm – 12:45 – Lunch 
 

12:45 pm – 3:00 pm 

Timothy Reynolds 
Executive Director, Legal and Labor 

Human Resources 
Kent School District 

 

 

HELP III Session 
 

Human Resources Writing Skills: 
How to conduct a workplace 

investigation and document your 
findings. 

Focus is on conducting effective 
investigations and making sure your 
documentation is complete and 
supports your investigative findings.  
 

8:30 am – 9:00 am Registration 
 

9:00 am – 12:00 pm 
 

12:00 pm – 12:45 – Lunch 
 

12:45 pm – 3:00 pm 

Don Austin, Attorney 
Patterson ∙ Buchanan ∙ Fobes ∙  

Leitch & Kalzer, Inc., P.S. 
Seattle, WA   
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From:  Susan Partain <spartain@fwps.org>

Sent time:  10/18/2018 12:07:10 PM

To:  
tabitha.whiting@tumwater.k12.wa.us; monaglej@skschools.org; kander1@tacoma.k12.wa.us; lsinclair@bethelsd.org; Jane Rausch
<rauschj@evsd.org>; James Hester <jhester@fpschools.org>; PAMELA MONTGOMERY <pmontgomer@bethelsd.org>

Subject:  RE: HR Writing
 

Hi Jane,
I think I accidentally signed up for this but I am a HELP year 1 participant. Can you remove my name from this list only.
 
Thanks
 
 

Susan Partain
Federal Way Public Schools
Performance & Compliance Specialist, Human Resources
33330 8th Ave South
Federal Way, WA 98003‐6325
spartain@fwps.org
253‐945‐2025
253‐941‐7576 or 253‐945‐2196‐FAX
 
 
Follow us on Twitter: @FWPSCareers
Click here to learn about FWPS Career Opportunities

 
From: Jane Rausch <rauschj@evsd.org> 
Sent: Thursday, October 18, 2018 12:00 PM
To: tabitha.whiting@tumwater.k12.wa.us; monaglej@skschools.org; James Hester <jhester@fpschools.org>;
kander1@tacoma.k12.wa.us; Susan Partain <spartain@fwps.org>; PAMELA MONTGOMERY <pmontgomer@bethelsd.org>;
lsinclair@bethelsd.org
Subject: HR Writing
 
Thank you for registering for WSPA's Human Resources Writing workshops for Monday, October 22nd!  All classes will be held
at the Puget Sound ESD.  That address is 800 Oaksdale Ave. SW, Renton.  Our sessions will begin at 9:00 am, with a light
breakfast provided at 8:30 am.
 
I am attaching the flyer with the schedule for the day.  We will be providing a full lunch for all participants, and are scheduled to end
at 3:00 pm.  Please don't hesitate to reach out should you have any questions.
 
I look forward to seeing you Monday!
 
Jane Rausch
Director of Human Resources
East Valley School District
3830 N. Sullivan, Bldg. 1
Spokane Valley, WA  99216
(509) 241-5025 phone
(509) 927-9503 fax

mailto:spartain@fwps.org


From:  jensenv@skschools.org

Sent time:  10/19/2018 10:53:47 AM

To:  admin@wspa.net

Subject:  Automatic reply: S-275: thank you, clock hours, and survey
 

I am currently out of the office but will return on Monday, October 22
Thank you!
 
Vivian Jensen
HR Specialist
South Kitsap School District
360‐874‐7077



From:  stewartj@skschools.org

Sent time:  10/19/2018 09:39:33 AM

To:  rosie.burns@mercerislandschools.org

Cc:  cleonard@wspa.net

Subject:  ESA question
 

Good morning Rosie,
 
South Kitsap School District recognizes new OT/PT/SLPs industry CEU’s and clock hours for placement as long as they hold a
license from Washington State Department of Health and they provide an ESA clock hour verification form from OSPI (Form
4098V).  If you have any further questions, please let me know 
 
Jackie Stewart
Human Resources Specialist
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone: (360) 874‐7082
Fax: (360) 874‐7076
Email: stewartj@skschools.org
 



From:  monaglej@skschools.org

Sent time:  10/19/2018 07:58:49 AM

To:  stewartj@skschools.org; tallman@skschools.org; jensenv@skschools.org; conners@skschools.org

Subject:  FW: MEMBER REQUEST
 

I answered this question already. 
 
Jamie Monagle
Assistant Director of Human Resources
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone:  360-874-7071
Fax:       360-874-7076
Email:   monaglej@skschools.org
 
 
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Friday, October 19, 2018 7:07 AM
To: Monagle, Jamie <monaglej@skschools.org>
Subject: MEMBER REQUEST
 

Good Morning WSPA members. Just a few requests for your consideration. Enjoy!

 

Shirley Clarkson from Richland School District is asking if other school districts have a "Faculty Senate" outside of the labor
management process that meets periodically with senior administration to discuss district business. 

 

Please send your responses directly to: Shirley.Clarkson@rsd.edu

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 

This email was sent to monaglej@skschools.org by cleonard@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States
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From:  monaglej@skschools.org

Sent time:  10/19/2018 07:58:31 AM

To:  Shirley.Clarkson@rsd.edu

Subject:  FW: MEMBER REQUEST
 

Good morning,
 
The South Kitsap School District does not have a faculty senate. We meet with our union groups once a month for labor
management. However, when district business arises and/or issues and concerns, we always invite the union groups in for a
more individualized meeting to discuss the items. This smaller group usually only consists of the union president and either
the executive director of HR or myself. Others are asked to join depending on the topic.
 
Thanks Shirley! Have a great weekend. 
 
Jamie Monagle
Assistant Director of Human Resources
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone:  360-874-7071
Fax:       360-874-7076
Email:   monaglej@skschools.org
 
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Friday, October 19, 2018 7:07 AM
To: Monagle, Jamie <monaglej@skschools.org>
Subject: MEMBER REQUEST
 

Good Morning WSPA members. Just a few requests for your consideration. Enjoy!

 

Shirley Clarkson from Richland School District is asking if other school districts have a "Faculty Senate" outside of the labor
management process that meets periodically with senior administration to discuss district business. 

 

Please send your responses directly to: Shirley.Clarkson@rsd.edu

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 

This email was sent to monaglej@skschools.org by cleonard@wspa.net
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  10/19/2018 07:08:43 AM

To:  finnie@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning WSPA members. Just a few requests for your consideration. Enjoy!

 

Shirley Clarkson from Richland School District is asking if other school districts have a "Faculty Senate" outside of the labor
management process that meets periodically with senior administration to discuss district business. 

 

Please send your responses directly to: Shirley.Clarkson@rsd.edu

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  10/19/2018 07:07:29 AM

To:  monaglej@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning WSPA members. Just a few requests for your consideration. Enjoy!

 

Shirley Clarkson from Richland School District is asking if other school districts have a "Faculty Senate" outside of the labor
management process that meets periodically with senior administration to discuss district business. 

 

Please send your responses directly to: Shirley.Clarkson@rsd.edu

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  10/19/2018 07:07:29 AM

To:  stewartj@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning WSPA members. Just a few requests for your consideration. Enjoy!

 

Shirley Clarkson from Richland School District is asking if other school districts have a "Faculty Senate" outside of the labor
management process that meets periodically with senior administration to discuss district business. 

 

Please send your responses directly to: Shirley.Clarkson@rsd.edu

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  10/19/2018 07:09:11 AM

To:  tallman@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning WSPA members. Just a few requests for your consideration. Enjoy!

 

Shirley Clarkson from Richland School District is asking if other school districts have a "Faculty Senate" outside of the labor
management process that meets periodically with senior administration to discuss district business. 

 

Please send your responses directly to: Shirley.Clarkson@rsd.edu

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  10/19/2018 07:10:12 AM

To:  jensenv@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning WSPA members. Just a few requests for your consideration. Enjoy!

 

Shirley Clarkson from Richland School District is asking if other school districts have a "Faculty Senate" outside of the labor
management process that meets periodically with senior administration to discuss district business. 

 

Please send your responses directly to: Shirley.Clarkson@rsd.edu

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  10/19/2018 07:07:44 AM

To:  holsten@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning WSPA members. Just a few requests for your consideration. Enjoy!

 

Shirley Clarkson from Richland School District is asking if other school districts have a "Faculty Senate" outside of the labor
management process that meets periodically with senior administration to discuss district business. 

 

Please send your responses directly to: Shirley.Clarkson@rsd.edu

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 
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From:  stewartj@skschools.org

Sent time:  10/19/2018 08:18:24 AM

To:  monaglej@skschools.org; tallman@skschools.org; jensenv@skschools.org; conners@skschools.org

Subject:  RE: MEMBER REQUEST
 

Thank you 
 

From: Monagle, Jamie 
Sent: Friday, October 19, 2018 7:59 AM
To: Stewart, Jackie <stewartj@skschools.org>; Tallman, Rachel <tallman@skschools.org>; Jensen, Vivian
<jensenv@skschools.org>; Conner, Sarah <conners@skschools.org>
Subject: FW: MEMBER REQUEST
 
I answered this question already. 
 
Jamie Monagle
Assistant Director of Human Resources
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone:  360-874-7071
Fax:       360-874-7076
Email:   monaglej@skschools.org
 
 
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Friday, October 19, 2018 7:07 AM
To: Monagle, Jamie <monaglej@skschools.org>
Subject: MEMBER REQUEST
 

Good Morning WSPA members. Just a few requests for your consideration. Enjoy!

 

Shirley Clarkson from Richland School District is asking if other school districts have a "Faculty Senate" outside of the labor
management process that meets periodically with senior administration to discuss district business. 

 

Please send your responses directly to: Shirley.Clarkson@rsd.edu

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 

This email was sent to monaglej@skschools.org by cleonard@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy
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From:  Shirley Clarkson <Shirley.Clarkson@rsd.edu>

Sent time:  10/19/2018 08:03:00 AM

To:  Monagle, Jamie <monaglej@skschools.org>

Subject:  RE: MEMBER REQUEST
 

Thanks for your response Jamie
 

From: Monagle, Jamie [mailto:monaglej@skschools.org] 
Sent: Friday, October 19, 2018 7:59 AM
To: Shirley Clarkson <Shirley.Clarkson@rsd.edu>
Subject: FW: MEMBER REQUEST
 
Good morning,
 
The South Kitsap School District does not have a faculty senate. We meet with our union groups once a month for labor
management. However, when district business arises and/or issues and concerns, we always invite the union groups in for a
more individualized meeting to discuss the items. This smaller group usually only consists of the union president and either
the executive director of HR or myself. Others are asked to join depending on the topic.
 
Thanks Shirley! Have a great weekend. 
 
Jamie Monagle
Assistant Director of Human Resources
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone:  360-874-7071
Fax:       360-874-7076
Email:   monaglej@skschools.org
 
 
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Friday, October 19, 2018 7:07 AM
To: Monagle, Jamie <monaglej@skschools.org>
Subject: MEMBER REQUEST
 

Good Morning WSPA members. Just a few requests for your consideration. Enjoy!

 

Shirley Clarkson from Richland School District is asking if other school districts have a "Faculty Senate" outside of the labor
management process that meets periodically with senior administration to discuss district business. 

 

Please send your responses directly to: Shirley.Clarkson@rsd.edu

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 
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From:  admin@wspa.net

Sent time:  10/19/2018 11:33:30 AM

To:  admin@wspa.net

Subject:  WSPA School Law Conference - thank you, clock hours, survey, and conference materials

Attachments:  Law Conference Clock Hour Form_2018.pdf    
 

Hello,
 
Thank you for your attendance at the School Law Conference. We appreciate that you took time out of your busy schedule to
join us for two days of learning, conversation, and collaboration. We hope you will choose to join us again next year.  We ask
that you please take a moment to complete our conference survey so that we can be sure to make our next event just as
meaningful and relevant.
 
The conference survey may be found online at:   https://www.surveymonkey.com/r/2018SchoolLaw
 
For those of you who signed in for clock hours, the clock hour form is attached for you to complete and to keep for your records.
 
For those of you who signed in for CLE credits, your information is being submitted to WSBA.  
 
Conference materials will continue to be available electronically for your review.
 

·         In order to access these materials, you have been provided a special username and password to access our
website:
§  Username:  law2018
§  Password:    wspa

·         Please note that you must log out of your WSPA membership account and log in using the above
username/password in order to access the materials

·         Please visit www.wspa.net and login with the above account to access this information.
 
We are still receiving presentation documents and will continue to post updates to the materials.
 
Again, thank you for joining us at the School Law Conference.  Don’t forget to save the date for our Annual Conference,
February 24‐27, 2019 at the beautiful Three Rivers Conference Center in the Tri‐Cities. Conference details and registration will
be coming soon!

Thank you,
 
Jennifer
 

Jennifer Tottenham
Program Coordinator
Washington School Personnel Association
PO Box 1600  Anacortes, Washington 98221
Phone: 360‐825‐1415/Fax: 253‐736‐0333
http://www.wspa.net/

 
 
 

https://www.surveymonkey.com/r/2018SchoolLaw
http://www.wspa.net
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This form should be retained by the holder for possible dispute (WAC 181-85-085) 

 
PO Box 1600      Anacortes, Washington 98221      360-825-1415 

 

WASHINGTON STATE CLOCK HOUR REGISTRATION FORM  
 

Use this form to verify your attendance at an approved clock hour offering outlined in Section II below.  This form must be retained by the 
individual as verification of attendance.  It is the individual’s responsibility to maintain accurate records for compliance with certification 
regulations.  DO NOT USE THIS FORM IF YOU ARE RECEIVING COLLEGE CREDIT FOR THIS PROGRAM.   
 

PARTICIPANTS MUST SIGN THE CLOCK HOUR ATTENDANCE LIST IN ORDER TO RECEIVE CLOCK HOURS. 

Section 1 – Information – Participant                                                          Please Print and Use Pen 
Only 

Legal Name (Last, First, Middle) 

 
Maiden or Former Name 
 
 

Date of Birth (m,d,y) 
 

 

Social Security No. (optional) Washington Certificate No. (optional)     Female 
                         Male 

Home Address (Street, City, State, Zip Code) 

 
 
 

Telephone Numbers 
 
Home       
 
Business 

  

Section II – Clock Hour Provider  

Clock Hour Class Title: 

WSPA WSRMP School Law Conference  
Name of Instructors: 

Various  
Total Number of Clock Hours Available 

11.5 
First Day of Class/Offering 

10/15/2018 
Last Day of Class/Offering 

10/16/2018 
Sponsoring Provider Name (Agency Granting Clock Hours) 

Washington School Personnel Association 
Business Telephone Number 

360-825-1415 
Provider Address 

PO Box 1600, Anacortes, Washington, 98221 
Sponsoring Provider Contact Person 

Jennifer Tottenham, Program Coordinator  
Telephone Number 

360-825-1415 
  

Section III – Affidavit of Participant 

  
I,        , swear/affirm that I earned    clock hours for actual attendance at 
the above Clock Hour Class Title.  I am not applying for college/university credit for this program.  I also certify (declare) under penalty of 
perjury under the laws of the State of Washington that the foregoing is true and correct.  The intentional misrepresentation of a material fact 
in this form subjects the holder to revocation of his/her certificate pursuant to Chapter 181-85 WAC.   
 
 
             
 Original Signature of Participant     Date 

 

Section IV – Clock Hour Provider - Verification 

 
When signed by the approved class sponsor or instructor, this form serves as a transcript or letter documenting eligible credits as required by 
WAC 392-121-280(3). 

        10/16/2018 

Original Signature of Class Sponsor/Instructor        Date 
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From:  villars@skschools.org

Sent time:  10/20/2018 10:24:12 PM

To:  holsten@skschools.org

Subject:  Accepted: Jerry out - HELP - WSPA - Writing conference

Attachments:  attachment.ics    
 



attachment.txt[8/11/2020 10:29:03 AM]

BEGIN:VCALENDAR
METHOD:REPLY
PRODID:Microsoft Exchange Server 2010
VERSION:2.0
BEGIN:VTIMEZONE
TZID:America/Los_Angeles
BEGIN:STANDARD
DTSTART:16010101T020000
TZOFFSETFROM:-0700
TZOFFSETTO:-0800
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=1SU;BYMONTH=11
END:STANDARD
BEGIN:DAYLIGHT
DTSTART:16010101T020000
TZOFFSETFROM:-0800
TZOFFSETTO:-0700
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=2SU;BYMONTH=3
END:DAYLIGHT
END:VTIMEZONE
BEGIN:VEVENT
ORGANIZER:MAILTO:holsten@skschools.org
ATTENDEE;PARTSTAT=ACCEPTED:MAILTO:villars@skschools.org
COMMENT;LANGUAGE=en-US:\n
SUMMARY;LANGUAGE=en-US:Accepted: Jerry out - HELP - WSPA - Writing conferen
 ce
DTSTART;TZID=America/Los_Angeles:20181022T000000
DTEND;TZID=America/Los_Angeles:20181023T000000
UID:040000008200E00074C5B7101A82E00800000000511BEB2FA668D401000000000000000
 010000000263B8B1C16634C48BDB505A040524A51
CLASS:PUBLIC
PRIORITY:5
DTSTAMP:20181020T185327Z
TRANSP:OPAQUE
STATUS:CONFIRMED
SEQUENCE:0
LOCATION;LANGUAGE=en-US:Tukwilla
X-MICROSOFT-CDO-APPT-SEQUENCE:0
X-MICROSOFT-CDO-BUSYSTATUS:BUSY
X-MICROSOFT-CDO-INTENDEDSTATUS:BUSY
X-MICROSOFT-CDO-ALLDAYEVENT:TRUE
X-MICROSOFT-CDO-IMPORTANCE:1
X-MICROSOFT-CDO-INSTTYPE:0
X-MICROSOFT-DISALLOW-COUNTER:FALSE
END:VEVENT
END:VCALENDAR



From:  brandsma@skschools.org

Sent time:  10/20/2018 09:37:07 PM

To:  holsten@skschools.org

Subject:  Accepted: Jerry out - HELP - WSPA - Writing conference

Attachments:  attachment.ics    
 



attachment.txt[8/11/2020 10:29:18 AM]

BEGIN:VCALENDAR
METHOD:REPLY
PRODID:Microsoft Exchange Server 2010
VERSION:2.0
BEGIN:VTIMEZONE
TZID:America/Los_Angeles
BEGIN:STANDARD
DTSTART:16010101T020000
TZOFFSETFROM:-0700
TZOFFSETTO:-0800
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=1SU;BYMONTH=11
END:STANDARD
BEGIN:DAYLIGHT
DTSTART:16010101T020000
TZOFFSETFROM:-0800
TZOFFSETTO:-0700
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=2SU;BYMONTH=3
END:DAYLIGHT
END:VTIMEZONE
BEGIN:VEVENT
ORGANIZER:MAILTO:holsten@skschools.org
ATTENDEE;PARTSTAT=ACCEPTED:MAILTO:brandsma@skschools.org
COMMENT;LANGUAGE=en-US:\n
SUMMARY;LANGUAGE=en-US:Accepted: Jerry out - HELP - WSPA - Writing conferen
 ce
DTSTART;TZID=America/Los_Angeles:20181022T000000
DTEND;TZID=America/Los_Angeles:20181023T000000
UID:040000008200E00074C5B7101A82E00800000000511BEB2FA668D401000000000000000
 010000000263B8B1C16634C48BDB505A040524A51
CLASS:PUBLIC
PRIORITY:5
DTSTAMP:20181020T185327Z
TRANSP:OPAQUE
STATUS:CONFIRMED
SEQUENCE:0
LOCATION;LANGUAGE=en-US:Tukwilla
X-MICROSOFT-CDO-APPT-SEQUENCE:0
X-MICROSOFT-CDO-BUSYSTATUS:BUSY
X-MICROSOFT-CDO-INTENDEDSTATUS:BUSY
X-MICROSOFT-CDO-ALLDAYEVENT:TRUE
X-MICROSOFT-CDO-IMPORTANCE:1
X-MICROSOFT-CDO-INSTTYPE:0
X-MICROSOFT-DISALLOW-COUNTER:FALSE
END:VEVENT
END:VCALENDAR



From:  holsten@skschools.org

Sent time:  10/20/2018 11:53:27 AM

To:  stewarta@skschools.org

Subject:  Jerry out - HELP - WSPA - Writing conference

Attachments:  attachment.ics    
 

When: Monday, October 22, 2018, 12:00 AM to Tuesday, October 23, 2018, 12:00 AM. (UTC-08:00) 
Pacific Time (US & Canada)
Where: Tukwilla

*~*~*~*~*~*~*~*~*~*



attachment.txt[8/11/2020 10:29:38 AM]

BEGIN:VCALENDAR
METHOD:REQUEST
PRODID:Microsoft Exchange Server 2010
VERSION:2.0
BEGIN:VTIMEZONE
TZID:Pacific Standard Time
BEGIN:STANDARD
DTSTART:16010101T020000
TZOFFSETFROM:-0700
TZOFFSETTO:-0800
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=1SU;BYMONTH=11
END:STANDARD
BEGIN:DAYLIGHT
DTSTART:16010101T020000
TZOFFSETFROM:-0800
TZOFFSETTO:-0700
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=2SU;BYMONTH=3
END:DAYLIGHT
END:VTIMEZONE
BEGIN:VEVENT
ORGANIZER:MAILTO:holsten@skschools.org
ATTENDEE;ROLE=REQ-PARTICIPANT;PARTSTAT=NEEDS-ACTION;RSVP=TRUE:MAILTO:stewar
 ta@skschools.org
DESCRIPTION;LANGUAGE=en-US:When: Monday\, October 22\, 2018\, 12:00 AM to T
 uesday\, October 23\, 2018\, 12:00 AM. (UTC-08:00) Pacific Time (US & Cana
 da)\nWhere: Tukwilla\n\n*~*~*~*~*~*~*~*~*~*\n
SUMMARY;LANGUAGE=en-US:Jerry out - HELP - WSPA - Writing conference
DTSTART;TZID=Pacific Standard Time:20181022T000000
DTEND;TZID=Pacific Standard Time:20181023T000000
UID:040000008200E00074C5B7101A82E00800000000511BEB2FA668D401000000000000000
 010000000263B8B1C16634C48BDB505A040524A51
CLASS:PUBLIC
PRIORITY:5
DTSTAMP:20181020T185327Z
TRANSP:OPAQUE
STATUS:CONFIRMED
SEQUENCE:0
LOCATION;LANGUAGE=en-US:Tukwilla
X-MICROSOFT-CDO-APPT-SEQUENCE:0
X-MICROSOFT-CDO-OWNERAPPTID:2116724213
X-MICROSOFT-CDO-BUSYSTATUS:TENTATIVE
X-MICROSOFT-CDO-INTENDEDSTATUS:BUSY
X-MICROSOFT-CDO-ALLDAYEVENT:TRUE
X-MICROSOFT-CDO-IMPORTANCE:1
X-MICROSOFT-CDO-INSTTYPE:0
X-MICROSOFT-DISALLOW-COUNTER:FALSE
BEGIN:VALARM
ACTION:DISPLAY
DESCRIPTION:REMINDER
TRIGGER;RELATED=START:-PT15M
END:VALARM
END:VEVENT
END:VCALENDAR



attachment.txt[8/11/2020 10:29:38 AM]



From:  holsten@skschools.org

Sent time:  10/20/2018 11:53:27 AM

To:  brandsma@skschools.org; farmer@skschools.org; villars@skschools.org

Subject:  Jerry out - HELP - WSPA - Writing conference

Attachments:  attachment.ics    
 

When: Monday, October 22, 2018, 12:00 AM to Tuesday, October 23, 2018, 12:00 AM. (UTC-08:00) 
Pacific Time (US & Canada)
Where: Tukwilla

*~*~*~*~*~*~*~*~*~*



attachment.txt[8/11/2020 10:30:50 AM]

BEGIN:VCALENDAR
METHOD:REQUEST
PRODID:Microsoft Exchange Server 2010
VERSION:2.0
BEGIN:VTIMEZONE
TZID:Pacific Standard Time
BEGIN:STANDARD
DTSTART:16010101T020000
TZOFFSETFROM:-0700
TZOFFSETTO:-0800
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=1SU;BYMONTH=11
END:STANDARD
BEGIN:DAYLIGHT
DTSTART:16010101T020000
TZOFFSETFROM:-0800
TZOFFSETTO:-0700
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=2SU;BYMONTH=3
END:DAYLIGHT
END:VTIMEZONE
BEGIN:VEVENT
ORGANIZER:MAILTO:holsten@skschools.org
ATTENDEE;ROLE=REQ-PARTICIPANT;PARTSTAT=NEEDS-ACTION;RSVP=TRUE:MAILTO:brands
 ma@skschools.org
ATTENDEE;ROLE=REQ-PARTICIPANT;PARTSTAT=NEEDS-ACTION;RSVP=TRUE:MAILTO:farmer
 @skschools.org
ATTENDEE;ROLE=REQ-PARTICIPANT;PARTSTAT=NEEDS-ACTION;RSVP=TRUE:MAILTO:villar
 s@skschools.org
DESCRIPTION;LANGUAGE=en-US:When: Monday\, October 22\, 2018\, 12:00 AM to T
 uesday\, October 23\, 2018\, 12:00 AM. (UTC-08:00) Pacific Time (US & Cana
 da)\nWhere: Tukwilla\n\n*~*~*~*~*~*~*~*~*~*\n
SUMMARY;LANGUAGE=en-US:Jerry out - HELP - WSPA - Writing conference
DTSTART;TZID=Pacific Standard Time:20181022T000000
DTEND;TZID=Pacific Standard Time:20181023T000000
UID:040000008200E00074C5B7101A82E00800000000511BEB2FA668D401000000000000000
 010000000263B8B1C16634C48BDB505A040524A51
CLASS:PUBLIC
PRIORITY:5
DTSTAMP:20181020T185327Z
TRANSP:OPAQUE
STATUS:CONFIRMED
SEQUENCE:0
LOCATION;LANGUAGE=en-US:Tukwilla
X-MICROSOFT-CDO-APPT-SEQUENCE:0
X-MICROSOFT-CDO-OWNERAPPTID:2116724213
X-MICROSOFT-CDO-BUSYSTATUS:TENTATIVE
X-MICROSOFT-CDO-INTENDEDSTATUS:BUSY
X-MICROSOFT-CDO-ALLDAYEVENT:TRUE
X-MICROSOFT-CDO-IMPORTANCE:1
X-MICROSOFT-CDO-INSTTYPE:0
X-MICROSOFT-DISALLOW-COUNTER:FALSE
BEGIN:VALARM
ACTION:DISPLAY
DESCRIPTION:REMINDER



attachment.txt[8/11/2020 10:30:50 AM]

TRIGGER;RELATED=START:-PT15M
END:VALARM
END:VEVENT
END:VCALENDAR



From:  do_not_reply@skschools.org

Sent time:  10/24/2018 02:13:23 AM

To:  finnie@skschools.org

Subject:  1 Unsubmitted Credit Card Transactions.
 

The following 1 Credit Card Transaction(s) have not been submitted.

Transaction Date Amount Where Used
 
10/18/2018 175.00 WSPA  

District: SOUTH KITSAP SCHOOL DISTRICT
District Web Site: www.skschools.org
State: WA
District Code: 18402

SKSD

file:///C:/Users/cbk/AppData/Local/Temp/Encryptomatic,%20LLC/PSTViewer%20Pro%208/y30ygdgo.oln/www.skschools.org


From:  jensenv@skschools.org

Sent time:  10/26/2018 09:28:03 AM

To:  pbutenschoen@mtbaker.wednet.edu

Cc:  cleonard@wspa.net

Subject:  District Website
 

Good Morning 
Our district maintains our own website. We have two individuals inhouse who specifically developed and maintain our
website, Facebook, Instagram, U‐Tube channel and twitter accounts.
 
 
 
Vivian Jensen
Human Resource Specialist
South Kitsap School District
360-874-7077
Fax 360-874-7076
 



From:  stewartj@skschools.org

Sent time:  10/26/2018 09:22:40 AM

To:  monaglej@skschools.org

Cc:  tallman@skschools.org; jensenv@skschools.org

Subject:  FW: MEMBER REQUEST
 

Is this something you would answer?  I don’t know.
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Friday, October 26, 2018 8:59 AM
To: Stewart, Jackie <stewartj@skschools.org>
Subject: MEMBER REQUEST
 

Hello WSPA members! Just a few WSPA member requests for a Friday!

 

Laurie McGinnis is inquiring about how your district is addressing employee absenteeism. If have policies or plans, send them!

 

Please send your responses directly to: lmcginnis@ptschools.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 

This email was sent to stewartj@skschools.org by cleonard@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  10/26/2018 09:00:58 AM

To:  tallman@skschools.org

Subject:  MEMBER REQUEST
 

Hello WSPA members! Just a few WSPA member requests for a Friday!

 

Laurie McGinnis is inquiring about how your district is addressing employee absenteeism. If have policies or plans, send them!

 

Please send your responses directly to: lmcginnis@ptschools.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 
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Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:tallman@skschools.org
mailto:cleonard@wspa.net
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxfjzJ4DT43Yj6yk1kX-2FXqNSRrwn-2FRh6teT4bMtH2O14FPmDbVbEfIUc-2FWCtbVEqpW6tukXXZunPmVs4b0L-2BIgYQ-3D-3D_cBF5CzpWSzckjckMPh1XLpwe5chnUc-2FHPzGmx-2B2XXPT8X7B5nRycuRNeNQFOFfAKK4buYrgyi4eAjQIdg9K5VkkMBYpde0U9RvSbGHeUKSwpNdtvJCrvmrqvwC6l6RBk3-2BatpE4vic0k3b5aQxFlZVM8IJMP0Gq-2FpUb-2BQmGwy9mjpEWj0POMc-2Bd4wZ2w4yLQDM8-2Fn2F09aRBIwRvcc95awRnGj0ZH0l6LfWwFq7r-2BfmyYxgOuZTCjetW3RcUr87-2F6EPVYn2q1H3NpK-2BiCLs43ze2PFMK5yXxet54g-2BYxEyRopSLWf5q-2FJO0Ki8JzAjkyQLy6GZc8Ub7QpsCn0ZuSNA-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_cBF5CzpWSzckjckMPh1XLpwe5chnUc-2FHPzGmx-2B2XXPT8X7B5nRycuRNeNQFOFfAKK4buYrgyi4eAjQIdg9K5VkkMBYpde0U9RvSbGHeUKSwpNdtvJCrvmrqvwC6l6RBk3-2BatpE4vic0k3b5aQxFlZVM8IJMP0Gq-2FpUb-2BQmGwy9mjpEWj0POMc-2Bd4wZ2w4yLQ-2BkB138ZzP23wAdRTFB4tTHKk3kjL5KDMzDPnei8ETHRaGpW401Y-2FKDVmaaNOJcd-2F-2B-2BcmQyFyM2HN57kfCzoSamhD9GM4TGPSxfYp8VH9qqxn5UTMwu0IjHFFB3zGBZiIDFNitzsXPkLm6PphOH-2FCMA-3D-3D
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  10/26/2018 08:59:22 AM

To:  stewartj@skschools.org

Subject:  MEMBER REQUEST
 

Hello WSPA members! Just a few WSPA member requests for a Friday!

 

Laurie McGinnis is inquiring about how your district is addressing employee absenteeism. If have policies or plans, send them!

 

Please send your responses directly to: lmcginnis@ptschools.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  10/26/2018 09:00:30 AM

To:  finnie@skschools.org

Subject:  MEMBER REQUEST
 

Hello WSPA members! Just a few WSPA member requests for a Friday!

 

Laurie McGinnis is inquiring about how your district is addressing employee absenteeism. If have policies or plans, send them!

 

Please send your responses directly to: lmcginnis@ptschools.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 

This email was sent to finnie@skschools.org by cleonard@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:finnie@skschools.org
mailto:cleonard@wspa.net
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGx7PRxkjORCe7bFh1-2BKKxAdCXYxqRSyaaLEZxuzU1FBgcw1ESIbJ5nGOGSbvz4HyFLmoUBad2f-2BuG-2FcncmHU6sJw-3D-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0oWvqA9M4zi9tBEa7o-2BPRpqm5DTVkwh06LIs5wmNv6Yx3STn9chor5NX7y-2BX4urjuazJKUHHtd9ziejkDCJyA6FkJ-2FsRa9EXJi1HhvGPEtDORp3wsNQcmz-2BLVLy5qg-2B25vf4bn-2B7VqQ1Vwu7RrlUfnIC9zYrKq-2BehRDjCrSfQA4QmuSzntvaW-2B0Nx519otmwtpPX-2B0Am3ruee8OkEp5X-2BKGYmcUCYH6-2B5V7166aJblREc3E6OhG14lUxdr9c3HpkXA-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0oWvqA9M4zi9tBEa7o-2BPRpqm5DTVkwh06LIs5wmNv6Yx3STn9chor5NX7y-2BX4urjuazJKUHHtd9ziejkDCJyA6G4N-2Bcj5UlyRkxWEESpRneDDXha43z0FRYodHG4yCj1qy0xopwiby20uGQdJQvjj5JCDQ3olIeanN-2B6MnhTUQS76Eye4oVOzpCf2hTK9nLvt63fqJRxpFP3z4zy7zg7MvY2tFKzRwYhTzL6-2BcOWHt2mc1YLzD5ulWLXDOiIAxbGPg-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0oWvqA9M4zi9tBEa7o-2BPRpqm5DTVkwh06LIs5wmNv6Yx3STn9chor5NX7y-2BX4urjuazJKUHHtd9ziejkDCJyA6GKLJvff3VtF-2Ff9WwYu30nVWxnaj7glu0oj7F1VjbR3ofyReh4a7VAnG-2BVRU2sA0r9i8-2BtIyvq6HzxSA-2F-2BhGKIKIWtVLknEyaJTilLnYrE33YeavpqULwOj9l8zXVoU9os68fMIZm2cnpCyWcCON3SWWFMQlPJ82eM1dVJrg9eWzg-3D-3D


From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  10/26/2018 08:59:35 AM

To:  holsten@skschools.org

Subject:  MEMBER REQUEST
 

Hello WSPA members! Just a few WSPA member requests for a Friday!

 

Laurie McGinnis is inquiring about how your district is addressing employee absenteeism. If have policies or plans, send them!

 

Please send your responses directly to: lmcginnis@ptschools.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  10/26/2018 09:01:54 AM

To:  jensenv@skschools.org

Subject:  MEMBER REQUEST
 

Hello WSPA members! Just a few WSPA member requests for a Friday!

 

Laurie McGinnis is inquiring about how your district is addressing employee absenteeism. If have policies or plans, send them!

 

Please send your responses directly to: lmcginnis@ptschools.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  10/26/2018 08:59:23 AM

To:  monaglej@skschools.org

Subject:  MEMBER REQUEST
 

Hello WSPA members! Just a few WSPA member requests for a Friday!

 

Laurie McGinnis is inquiring about how your district is addressing employee absenteeism. If have policies or plans, send them!

 

Please send your responses directly to: lmcginnis@ptschools.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 
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From:  conners@skschools.org

Sent time:  10/26/2018 09:24:18 AM

To:  RichNe@ckschools.org

Cc:  cleonard@wspa.net

Subject:  RE: MEMBER REQUEST
 

Good Morning,
 
South Ktisap does utilize SafeSchools, but we do not have any courses specific to coaches and/or social media.
 
 
 
Sarah Conner
HR Classified & Certificated Support Specialist
South Kitsap School District
2689 Hoover Avenue
Port Orchard, WA 98366
#360‐874‐7079
conners@skschools.org
 
 
 

From: Stewart, Jackie 
Sent: Friday, October 26, 2018 9:21 AM
To: Conner, Sarah <conners@skschools.org>
Subject: FW: MEMBER REQUEST
 
Can you answer this question below?  Thanks!
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Friday, October 26, 2018 9:01 AM
To: Stewart, Jackie <stewartj@skschools.org>
Subject: MEMBER REQUEST
 

Rich Nestor from Central Kitsap School District is asking does your district use a Safe Schools module (or other training) specific
to athletic coaches, that covers Social Media.

 

Please send your responses directly to: richne@ckschools.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 
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From:  monaglej@skschools.org

Sent time:  10/26/2018 10:39:26 AM

To:  stewartj@skschools.org

Cc:  tallman@skschools.org; jensenv@skschools.org

Subject:  RE: MEMBER REQUEST
 

To be honest, I do not believe we have any formal policy or procedure in place to handle absenteeism. We just handle the issues as
Administrators bring them to our attention or when our Sub Specialist realizes a distinct pattern develop... so I am not sure we would
respond to this one. Since I have been in HR, I cannot remember anyone ever receiving discipline for being absent a lot... only received
a verbal conversation. 

:) 

From: Stewart, Jackie
Sent: Friday, October 26, 2018 9:22 AM
To: Monagle, Jamie
Cc: Tallman, Rachel; Jensen, Vivian
Subject: FW: MEMBER REQUEST

Is this something you would answer?  I don’t know.
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Friday, October 26, 2018 8:59 AM
To: Stewart, Jackie <stewartj@skschools.org>
Subject: MEMBER REQUEST
 

Hello WSPA members! Just a few WSPA member requests for a Friday!

 

Laurie McGinnis is inquiring about how your district is addressing employee absenteeism. If have policies or plans, send them!

 

Please send your responses directly to: lmcginnis@ptschools.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 
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From:  tallman@skschools.org

Sent time:  11/01/2018 07:47:43 AM

To:  cleonard@wspa.net

Subject:  Evaluations
 

Hi Curtis,
Our district is wondering if there are other districts currently doing their evaluations electronically, and if so, what their
process looks like?
 
Thank you!
 
Rachel Tallman
HR Specialist, MBA
South Kitsap School District
2689 Hoover Avenue SE
Port Orchard, WA 98366
tallman@skschools.org
360‐874‐7083
 

mailto:tallman@skschools.org


From:  tallman@skschools.org

Sent time:  11/01/2018 12:41:12 PM

To:  cleonard@wspa.net

Subject:  I-433 Questions
 

Hi Curtis,
Our district has a few questions in regards to I‐1433 paid sick leave:
 

1. Under this new law (effective January 2018), are other districts making substitutes/temporary employees wait 90 days to
use accrued sick leave or are they allowed to use it as soon as it’s accrued?

2. Are other districts requiring their substitutes/temporary employees to be in a long term assignment in order to use
accrued sick leave?

3. If possible, can districts please share any forms they are using to have substitute/temporary employees request sick
leave?

 
Thank you!
 
Rachel Tallman
HR Specialist, MBA
South Kitsap School District
2689 Hoover Avenue SE
Port Orchard, WA 98366
tallman@skschools.org
360‐874‐7083
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/02/2018 12:03:49 PM

To:  tallman@skschools.org

Subject:  Invitation - Randy Hathaway Scholarship Applications Open
 

Dear WSPA members,

The Randy Hathaway Fellowship Awards were established to commemorate the exemplary leadership of Randy Hathaway and his
service to the field of human resources. Mr. Hathaway served as a school administrator, Executive Director of Employee Relations
and Negotiations Network (ERNN), and as the Executive Director of Washington School Personnel Association (WSPA). Mr.
Hathaway continues to be an advocate for education, the role of human resources, and of our organization. It is with great pride
that we offer this fellowship program to our members. 

Randy Hathaway fellowships are open to individuals who are current WSPA members and have belonged to the organization for at
least one membership year prior to the 2018-2019 year. These competitive non-continuing fellowships are available for the
purpose of supporting the recipients' educational growth in the area of Human Resources.  

2019 Fellowship Awards:

WSPA  is pleased to offer twelve (12) HELP program tuition fellowships in the amount of $910 each. WSPA will grant
two (2) HELP fellowships per region. 

WSPA will also be offering twelve (12) tuition fellowships in the amount of $500 each. These fellowships are to be used
toward college tuition or college credits related to the study of human resources. 

You may apply for both the HELP and tuition fellowships, however only one will be awarded per person, per year.

Please click here for the application packet and information

The application deadline is January 11, 2019

Thank you, and best of luck with your applications!

The Washington School Personnel Association
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/02/2018 12:03:24 PM

To:  finnie@skschools.org

Subject:  Invitation - Randy Hathaway Scholarship Applications Open
 

Dear WSPA members,

The Randy Hathaway Fellowship Awards were established to commemorate the exemplary leadership of Randy Hathaway and his
service to the field of human resources. Mr. Hathaway served as a school administrator, Executive Director of Employee Relations
and Negotiations Network (ERNN), and as the Executive Director of Washington School Personnel Association (WSPA). Mr.
Hathaway continues to be an advocate for education, the role of human resources, and of our organization. It is with great pride
that we offer this fellowship program to our members. 

Randy Hathaway fellowships are open to individuals who are current WSPA members and have belonged to the organization for at
least one membership year prior to the 2018-2019 year. These competitive non-continuing fellowships are available for the
purpose of supporting the recipients' educational growth in the area of Human Resources.  

2019 Fellowship Awards:

WSPA  is pleased to offer twelve (12) HELP program tuition fellowships in the amount of $910 each. WSPA will grant
two (2) HELP fellowships per region. 

WSPA will also be offering twelve (12) tuition fellowships in the amount of $500 each. These fellowships are to be used
toward college tuition or college credits related to the study of human resources. 

You may apply for both the HELP and tuition fellowships, however only one will be awarded per person, per year.

Please click here for the application packet and information

The application deadline is January 11, 2019

Thank you, and best of luck with your applications!

The Washington School Personnel Association

This email was sent to finnie@skschools.org by admin@wspa.net
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/02/2018 12:02:19 PM

To:  stewartj@skschools.org

Subject:  Invitation - Randy Hathaway Scholarship Applications Open
 

Dear WSPA members,

The Randy Hathaway Fellowship Awards were established to commemorate the exemplary leadership of Randy Hathaway and his
service to the field of human resources. Mr. Hathaway served as a school administrator, Executive Director of Employee Relations
and Negotiations Network (ERNN), and as the Executive Director of Washington School Personnel Association (WSPA). Mr.
Hathaway continues to be an advocate for education, the role of human resources, and of our organization. It is with great pride
that we offer this fellowship program to our members. 

Randy Hathaway fellowships are open to individuals who are current WSPA members and have belonged to the organization for at
least one membership year prior to the 2018-2019 year. These competitive non-continuing fellowships are available for the
purpose of supporting the recipients' educational growth in the area of Human Resources.  

2019 Fellowship Awards:

WSPA  is pleased to offer twelve (12) HELP program tuition fellowships in the amount of $910 each. WSPA will grant
two (2) HELP fellowships per region. 

WSPA will also be offering twelve (12) tuition fellowships in the amount of $500 each. These fellowships are to be used
toward college tuition or college credits related to the study of human resources. 

You may apply for both the HELP and tuition fellowships, however only one will be awarded per person, per year.

Please click here for the application packet and information

The application deadline is January 11, 2019

Thank you, and best of luck with your applications!

The Washington School Personnel Association
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/02/2018 12:04:40 PM

To:  jensenv@skschools.org

Subject:  Invitation - Randy Hathaway Scholarship Applications Open
 

Dear WSPA members,

The Randy Hathaway Fellowship Awards were established to commemorate the exemplary leadership of Randy Hathaway and his
service to the field of human resources. Mr. Hathaway served as a school administrator, Executive Director of Employee Relations
and Negotiations Network (ERNN), and as the Executive Director of Washington School Personnel Association (WSPA). Mr.
Hathaway continues to be an advocate for education, the role of human resources, and of our organization. It is with great pride
that we offer this fellowship program to our members. 

Randy Hathaway fellowships are open to individuals who are current WSPA members and have belonged to the organization for at
least one membership year prior to the 2018-2019 year. These competitive non-continuing fellowships are available for the
purpose of supporting the recipients' educational growth in the area of Human Resources.  

2019 Fellowship Awards:

WSPA  is pleased to offer twelve (12) HELP program tuition fellowships in the amount of $910 each. WSPA will grant
two (2) HELP fellowships per region. 

WSPA will also be offering twelve (12) tuition fellowships in the amount of $500 each. These fellowships are to be used
toward college tuition or college credits related to the study of human resources. 

You may apply for both the HELP and tuition fellowships, however only one will be awarded per person, per year.

Please click here for the application packet and information

The application deadline is January 11, 2019

Thank you, and best of luck with your applications!

The Washington School Personnel Association
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/02/2018 12:02:32 PM

To:  holsten@skschools.org

Subject:  Invitation - Randy Hathaway Scholarship Applications Open
 

Dear WSPA members,

The Randy Hathaway Fellowship Awards were established to commemorate the exemplary leadership of Randy Hathaway and his
service to the field of human resources. Mr. Hathaway served as a school administrator, Executive Director of Employee Relations
and Negotiations Network (ERNN), and as the Executive Director of Washington School Personnel Association (WSPA). Mr.
Hathaway continues to be an advocate for education, the role of human resources, and of our organization. It is with great pride
that we offer this fellowship program to our members. 

Randy Hathaway fellowships are open to individuals who are current WSPA members and have belonged to the organization for at
least one membership year prior to the 2018-2019 year. These competitive non-continuing fellowships are available for the
purpose of supporting the recipients' educational growth in the area of Human Resources.  

2019 Fellowship Awards:

WSPA  is pleased to offer twelve (12) HELP program tuition fellowships in the amount of $910 each. WSPA will grant
two (2) HELP fellowships per region. 

WSPA will also be offering twelve (12) tuition fellowships in the amount of $500 each. These fellowships are to be used
toward college tuition or college credits related to the study of human resources. 

You may apply for both the HELP and tuition fellowships, however only one will be awarded per person, per year.

Please click here for the application packet and information

The application deadline is January 11, 2019

Thank you, and best of luck with your applications!

The Washington School Personnel Association
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/02/2018 12:02:20 PM

To:  monaglej@skschools.org

Subject:  Invitation - Randy Hathaway Scholarship Applications Open
 

Dear WSPA members,

The Randy Hathaway Fellowship Awards were established to commemorate the exemplary leadership of Randy Hathaway and his
service to the field of human resources. Mr. Hathaway served as a school administrator, Executive Director of Employee Relations
and Negotiations Network (ERNN), and as the Executive Director of Washington School Personnel Association (WSPA). Mr.
Hathaway continues to be an advocate for education, the role of human resources, and of our organization. It is with great pride
that we offer this fellowship program to our members. 

Randy Hathaway fellowships are open to individuals who are current WSPA members and have belonged to the organization for at
least one membership year prior to the 2018-2019 year. These competitive non-continuing fellowships are available for the
purpose of supporting the recipients' educational growth in the area of Human Resources.  

2019 Fellowship Awards:

WSPA  is pleased to offer twelve (12) HELP program tuition fellowships in the amount of $910 each. WSPA will grant
two (2) HELP fellowships per region. 

WSPA will also be offering twelve (12) tuition fellowships in the amount of $500 each. These fellowships are to be used
toward college tuition or college credits related to the study of human resources. 

You may apply for both the HELP and tuition fellowships, however only one will be awarded per person, per year.

Please click here for the application packet and information

The application deadline is January 11, 2019

Thank you, and best of luck with your applications!

The Washington School Personnel Association
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From:  tallman@skschools.org

Sent time:  11/02/2018 03:33:34 PM

To:  Elizabeth.Porter@rentonschools.us

Cc:  cleonard@wspa.net

Subject:  RE: MEMBER REQUEST
 

Thank you!
 

From: Elizabeth (Beth) Porter <Elizabeth.Porter@rentonschools.us> 
Sent: Friday, November 2, 2018 9:33 AM
To: Tallman, Rachel <tallman@skschools.org>
Cc: cleonard@wspa.net
Subject: FW: MEMBER REQUEST
 
Rachel—we use eWalk for our certificated, and some classified, evaluations. We are able to build out forms the way we
want them structured. Administrators can tag their evidence to certain elements, and can then see what they do/don’t
have evidence form. Admin and teacher can also track discussions about observations and evaluations in the system.
Beth
 

Beth Porter, Ed.D.
Executive Director, Human Resources
Renton School District #403 | 300 SW 7th Street | Renton, WA  98057‐2307
Phone: 425‐204‐2371      Fax: 425‐204‐2416
elizabeth.porter@rentonschools.us
 
From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Friday, November 2, 2018 9:03 AM
To: Elizabeth (Beth) Porter <Elizabeth.Porter@rentonschools.us>
Subject: MEMBER REQUEST
 

Last request this week!

Rachel Tallman from South Kitsap School District is wondering if there are other districts currently doing their evaluations
electronically, and if so, what their process looks like?

 

Please send your responses directly to: tallman@skschools.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 
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From:  jensenv@skschools.org

Sent time:  11/02/2018 01:40:46 PM

To:  monaglej@skschools.org

Subject:  Tentative: WSPA Region 4 Meeting

Attachments:  attachment.ics    
 

I think you should go to this one 
 
 
 
Vivian Jensen
Human Resource Specialist
South Kitsap School District
360-874-7077
Fax 360-874-7076
 
 



attachment.txt[8/11/2020 10:31:08 AM]

BEGIN:VCALENDAR
METHOD:REPLY
PRODID:Microsoft Exchange Server 2010
VERSION:2.0
BEGIN:VTIMEZONE
TZID:Pacific Standard Time
BEGIN:STANDARD
DTSTART:16010101T020000
TZOFFSETFROM:-0700
TZOFFSETTO:-0800
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=1SU;BYMONTH=11
END:STANDARD
BEGIN:DAYLIGHT
DTSTART:16010101T020000
TZOFFSETFROM:-0800
TZOFFSETTO:-0700
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=2SU;BYMONTH=3
END:DAYLIGHT
END:VTIMEZONE
BEGIN:VEVENT
ATTENDEE;PARTSTAT=TENTATIVE:MAILTO:jensenv@skschools.org
COMMENT;LANGUAGE=en-US:I think you should go to this one ðŸ˜Š\n\n\n\nVivian
  Jensen\nHuman Resource Specialist\nSouth Kitsap School District\n360-874-
 7077\nFax 360-874-7076\n\n\n
SUMMARY;LANGUAGE=en-US:Tentative: WSPA Region 4 Meeting 
DTSTART;TZID=Pacific Standard Time:20181107T080000
DTEND;TZID=Pacific Standard Time:20181107T110000
UID:040000008200E00074C5B7101A82E0080000000030988692AD72D401000000000000000
 010000000F06A170C6289EE4BAF29234479F47648
CLASS:PUBLIC
PRIORITY:5
DTSTAMP:20181102T204009Z
TRANSP:OPAQUE
STATUS:CONFIRMED
SEQUENCE:0
LOCATION;LANGUAGE=en-US:Tacoma\, WA 
X-MICROSOFT-CDO-APPT-SEQUENCE:0
X-MICROSOFT-CDO-OWNERAPPTID:-18696222
X-MICROSOFT-CDO-BUSYSTATUS:BUSY
X-MICROSOFT-CDO-INTENDEDSTATUS:BUSY
X-MICROSOFT-CDO-ALLDAYEVENT:FALSE
X-MICROSOFT-CDO-IMPORTANCE:1
X-MICROSOFT-CDO-INSTTYPE:0
X-MICROSOFT-DISALLOW-COUNTER:FALSE
END:VEVENT
END:VCALENDAR



From:  WSPA Region 4 <waspa@memberclicks-mail.net>

Sent time:  11/02/2018 11:57:39 AM

To:  finnie@skschools.org

Subject:  WSPA Region 4 Meeting Reminder

Attachments:  Region_4_Save_the_Date_18-19_2_.docx    
 

WSPA Region Training

Wednesday, November 7, 2018

8:00am - 11:00am

Paid Family Medical Leave

Presenter: Matt LaPalm

 

We are excited to get our first meeting underway.

Please bring any forms, notifications, policies that your District has implemented. 

What language have you included in your collective bargaining agreements?

We would also like to invite your Finance Directors and Supervisors in Payroll.

 

Coffee & Snacks will be provided

DOOR PRIZES - CLOCK HOURS sponsored by WSPA

We hope to see you then!

Please rsvp to cooks@rsd407.org 

  

Parking is limited so please car pool if you can.

There are two parking lots, but they are full by early morning.  Street parking is free, but is strictly limited to two hours.  They are
regularly patrolled by the parking police!

 

Hosted By:  Tacoma Public Schools

Central Administration Building, CAB Auditorium,

601 S. 8th St., Tacoma WA 98405
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Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:finnie@skschools.org
mailto:cooks@rsd407.org
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxjZAqhZ3e8XZnZvxmI5OAxGUe1Sxzjg3I-2BLPiHpRK-2BPImt4WLA2qVVYIwJ-2FmO-2B3zAl6qr-2FZENtoQGdbE6rnA0PA-3D-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0rkadQFTew3LFtunfQ4NDmefIvooR4rHcz6tPbruNFkTmLBs0ZZ5GIZTixMDt7J3e5LyK-2FaAwd481Tfjx-2BVRbACgWRoXQiNLbiKdplPh1QDiyQITse4x6NwwbASqcSXT7SF3F9qAWiSrQXXp-2FPatApynM4ahjMLVDqpMZ-2F2Jj6TceB7V1EwQeeM3RqGR69nc2WB16wyHUbhWtxdaP5aPZXmegZN7aiQ2VFwbFtGQPPuY555q2RSxaDxBeWe2jO1Auw-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0rkadQFTew3LFtunfQ4NDmefIvooR4rHcz6tPbruNFkTmLBs0ZZ5GIZTixMDt7J3e5LyK-2FaAwd481Tfjx-2BVRbAARnMN72qxwws6REYVCe0UJFi44IkYv9a3R-2FjY75IZvwRxr0IulyPXUKby9uS-2B77-2BrtxhhM2QuLRg9CyQ862beJmAs4rnuI9W2DcUlASW7QFyhZZWVG4sGIivkEfbtyGcxPd3MjZBy3-2BRUtp0IS9GiCt9-2By3h7IE2VgcocB4uvbbQ-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0rkadQFTew3LFtunfQ4NDmefIvooR4rHcz6tPbruNFkTmLBs0ZZ5GIZTixMDt7J3e5LyK-2FaAwd481Tfjx-2BVRbADBPynHTbvgLZYqBRrJexiHs5cHVOqivPrsnePH-2FXrp6MsEwj2DJ9c4yCjoWl8iAKWpPjUQNykeeu674bCCjbw81YH1-2FFGhSYNtYWcwBqu-2FoB7hdk7O1sQ7zkjK8XBbW3L-2BJrHXoLGLUgj9J12QYGwgyD26iT1AZ1bCDUbbG8nxjw-3D-3D


 

Updated 2018-19 

Region 4 WSPA Meeting Schedule 

 

• November 7, 2018 from 8:00am-11:00am 

o Paid Family Medical Leave 

o Presented by Matt LaPalm from Washington Employment 

Security Department.  
o Please bring any forms, notifications, policies that your District has 

implemented.  What language have you included in your collective 

bargaining agreements? We would also like to invite your Finance 

Directors and Supervisors in Payroll.  

o Location: Tacoma Public Schools Central Administration 

Building, CAB Auditorium, 601 S. 8th St., Tacoma WA 98405 

 

• February 7, 2019, 8:00am-11:00am 

o Funding Impacts 

o Presented by (to be announced) 

o Federal Way Public Schools ESC, Room 104, 33330 8th Avenue 

S., Federal Way, WA 98003 

 

• April 17, 2019, 9:00am-12:00pm 

o TBD New Para Requirements 

o Presented by (to be announced) 

o Auburn School District, Board room, 915 4th St. NE, Auburn, 

WA 98002 

 

• May 22, 2019, from 8:00am-11:00am 

o SEBB Legislative Impacts (Possible strike conversations) 

o Presented by (to be announced) 

o Renton School District, Board room, 300 SW 7th St. Renton, WA 

98057 
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From:  WSPA Region 4 <waspa@memberclicks-mail.net>

Sent time:  11/02/2018 11:55:23 AM

To:  holsten@skschools.org

Subject:  WSPA Region 4 Meeting Reminder

Attachments:  Region_4_Save_the_Date_18-19_2_.docx    
 

WSPA Region Training

Wednesday, November 7, 2018

8:00am - 11:00am

Paid Family Medical Leave

Presenter: Matt LaPalm

 

We are excited to get our first meeting underway.

Please bring any forms, notifications, policies that your District has implemented. 

What language have you included in your collective bargaining agreements?

We would also like to invite your Finance Directors and Supervisors in Payroll.

 

Coffee & Snacks will be provided

DOOR PRIZES - CLOCK HOURS sponsored by WSPA

We hope to see you then!

Please rsvp to cooks@rsd407.org 

  

Parking is limited so please car pool if you can.

There are two parking lots, but they are full by early morning.  Street parking is free, but is strictly limited to two hours.  They are
regularly patrolled by the parking police!

 

Hosted By:  Tacoma Public Schools

Central Administration Building, CAB Auditorium,

601 S. 8th St., Tacoma WA 98405

This email was sent to holsten@skschools.org by cooks@rsd407.org

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:holsten@skschools.org
mailto:cooks@rsd407.org
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxnNFifdLKFGX-2FRp8uF7jrNk66JlY16lvw4Z1KVcThQSImsMOtqHB-2F6HAwFVWvqkj1rWZjP6zokNzSFGC4tSM7xw-3D-3D_nzn24k8Og3qOpeAqciW9IJ12X9Y1msiPjPzSF4hjkRwzcQxT5-2Bzhf7EOQtWEtREhI1isROdaRc6DoxBEMkPKL2dM4xRsmHB2Sipi6bOf2UFr9OcwWjrAjDkudXRJE1qmo84cZOTVao646PWy-2Bvdx6U3Nq0yh5UE-2FD9fEc1FtyE3-2Bv622G7a2-2F-2FvqvMvMd0GvV-2B6BhYcnQm-2Fg1uM01-2BjXalTX8K4g1qNRz0Cc7Hf4u3dmXfog85Wm6Vf5SJuAyDkVV8wVfG5-2BljWRyKeczw2Q1yScJ3BBS4QTeIrVciMn7KDxL4Mb4ceyE1WWY-2Biq2ai0sZf84J1g9UWFb0eZq6vo2w-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_nzn24k8Og3qOpeAqciW9IJ12X9Y1msiPjPzSF4hjkRwzcQxT5-2Bzhf7EOQtWEtREhI1isROdaRc6DoxBEMkPKL2dM4xRsmHB2Sipi6bOf2UFr9OcwWjrAjDkudXRJE1qmo84cZOTVao646PWy-2Bvdx6U3Nq0yh5UE-2FD9fEc1FtyE3-2Bv622G7a2-2F-2FvqvMvMd0GvK3ktLJaNUqLcyADCniQ1a8mpIXAVWhG2KuEV-2BDIzOmPq0gWceENmBdjCvSiLgpRj6cCjy79TqHg4uI2ut0WYIWFy9AivNzHsEDmiTtyfY2zMA43Agc-2FTj3jfhotfD6WShTGJzeUcgqynK059BSZ-2FYg-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_nzn24k8Og3qOpeAqciW9IJ12X9Y1msiPjPzSF4hjkRwzcQxT5-2Bzhf7EOQtWEtREhI1isROdaRc6DoxBEMkPKL2dM4xRsmHB2Sipi6bOf2UFr9OcwWjrAjDkudXRJE1qmo84cZOTVao646PWy-2Bvdx6U3Nq0yh5UE-2FD9fEc1FtyE3-2Bv622G7a2-2F-2FvqvMvMd0GvW56FJWr7v-2FH1m7CtGYLZIEhusoFHx18iLD-2Bbg-2F8nT8DDpKae-2Bv5eQMFPT1UyWQvmEXueZZt3TT4adEMx-2Feit02RrFkywG9oVSMDC2O-2Ft880j2pVYBGkhJIqXtvNXjCNbqth5pbGTgWRd8YSowYMYew-3D-3D


 

Updated 2018-19 

Region 4 WSPA Meeting Schedule 

 

• November 7, 2018 from 8:00am-11:00am 

o Paid Family Medical Leave 

o Presented by Matt LaPalm from Washington Employment 

Security Department.  
o Please bring any forms, notifications, policies that your District has 

implemented.  What language have you included in your collective 

bargaining agreements? We would also like to invite your Finance 

Directors and Supervisors in Payroll.  

o Location: Tacoma Public Schools Central Administration 

Building, CAB Auditorium, 601 S. 8th St., Tacoma WA 98405 

 

• February 7, 2019, 8:00am-11:00am 

o Funding Impacts 

o Presented by (to be announced) 

o Federal Way Public Schools ESC, Room 104, 33330 8th Avenue 

S., Federal Way, WA 98003 

 

• April 17, 2019, 9:00am-12:00pm 

o TBD New Para Requirements 

o Presented by (to be announced) 

o Auburn School District, Board room, 915 4th St. NE, Auburn, 

WA 98002 

 

• May 22, 2019, from 8:00am-11:00am 

o SEBB Legislative Impacts (Possible strike conversations) 

o Presented by (to be announced) 

o Renton School District, Board room, 300 SW 7th St. Renton, WA 

98057 
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From:  WSPA Region 4 <waspa@memberclicks-mail.net>

Sent time:  11/02/2018 11:59:14 AM

To:  tallman@skschools.org

Subject:  WSPA Region 4 Meeting Reminder

Attachments:  Region_4_Save_the_Date_18-19_2_.docx    
 

WSPA Region Training

Wednesday, November 7, 2018

8:00am - 11:00am

Paid Family Medical Leave

Presenter: Matt LaPalm

 

We are excited to get our first meeting underway.

Please bring any forms, notifications, policies that your District has implemented. 

What language have you included in your collective bargaining agreements?

We would also like to invite your Finance Directors and Supervisors in Payroll.

 

Coffee & Snacks will be provided

DOOR PRIZES - CLOCK HOURS sponsored by WSPA

We hope to see you then!

Please rsvp to cooks@rsd407.org 

  

Parking is limited so please car pool if you can.

There are two parking lots, but they are full by early morning.  Street parking is free, but is strictly limited to two hours.  They are
regularly patrolled by the parking police!

 

Hosted By:  Tacoma Public Schools

Central Administration Building, CAB Auditorium,

601 S. 8th St., Tacoma WA 98405

This email was sent to tallman@skschools.org by cooks@rsd407.org

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:tallman@skschools.org
mailto:cooks@rsd407.org
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxoi8SI8vaU-2BH4j9QXKPZSjIsk51ie8QmPUboQkLPdgTi-2FqoDiNh4vz2fYH87khVrvZGKlbWZEKiVx1vnfbNXfQg-3D-3D_cBF5CzpWSzckjckMPh1XLpwe5chnUc-2FHPzGmx-2B2XXPT8X7B5nRycuRNeNQFOFfAKK4buYrgyi4eAjQIdg9K5ViMeD2J9iCxxnJOtVEUNxoIpcNwY7kTKpRy0TdesUlXVXC2uPCsL7aLks9XeQgIdeM0LR8QMH6RyDddgCW-2FqrsmhluyJwcB6bD-2BOxco03AKgjommcmmpdAR7Rq2D4JV5f-2FPSiNt-2FgBG9hIJO3azfXRN-2Bql5vbxmUUxaWsRgohVXuRyEbSebRm-2BxRuNBZRssWEwzu3pHh039wH9HIYS7mYN1mehVAH3POfqwBo7EDiizF0-2F6oQArdZU-2BIO3qqAjAx7w-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_cBF5CzpWSzckjckMPh1XLpwe5chnUc-2FHPzGmx-2B2XXPT8X7B5nRycuRNeNQFOFfAKK4buYrgyi4eAjQIdg9K5ViMeD2J9iCxxnJOtVEUNxoIpcNwY7kTKpRy0TdesUlXVXC2uPCsL7aLks9XeQgIdeM0LR8QMH6RyDddgCW-2FqrsmhluyJwcB6bD-2BOxco03AKgPyW9u4c8SgrjZG3tMpLeq5H9-2BDMBGiiUrKOo2lQ6zKe5duuq8kwIGvPQDWms-2BNtaVs-2F8cfSRX79mOypj-2Ft1QYz2ZnkcPwPDbxDJDLtWTvy6I2vICOoeHH3MPlP-2FaunL2eDFWHkxb5WH60oSTAvrlqw-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_cBF5CzpWSzckjckMPh1XLpwe5chnUc-2FHPzGmx-2B2XXPT8X7B5nRycuRNeNQFOFfAKK4buYrgyi4eAjQIdg9K5ViMeD2J9iCxxnJOtVEUNxoIpcNwY7kTKpRy0TdesUlXVXC2uPCsL7aLks9XeQgIdeM0LR8QMH6RyDddgCW-2FqrsmhluyJwcB6bD-2BOxco03AKg1QIN5tGjZYTselL1eTjNPINSqHQ-2BsMNVyIH70e3xGgk88bfli-2FIjqXY08-2FxBeKIMc9DM6tZEzEjM7zG22Ce-2FxXwhQmSZJs-2B1nNlFxlt9GmdNi0vOe63-2F0GjJnOaT839IoZuWR0O1CUesDllocoVL-2Bw-3D-3D


 

Updated 2018-19 

Region 4 WSPA Meeting Schedule 

 

• November 7, 2018 from 8:00am-11:00am 

o Paid Family Medical Leave 

o Presented by Matt LaPalm from Washington Employment 

Security Department.  
o Please bring any forms, notifications, policies that your District has 

implemented.  What language have you included in your collective 

bargaining agreements? We would also like to invite your Finance 

Directors and Supervisors in Payroll.  

o Location: Tacoma Public Schools Central Administration 

Building, CAB Auditorium, 601 S. 8th St., Tacoma WA 98405 

 

• February 7, 2019, 8:00am-11:00am 

o Funding Impacts 

o Presented by (to be announced) 

o Federal Way Public Schools ESC, Room 104, 33330 8th Avenue 

S., Federal Way, WA 98003 

 

• April 17, 2019, 9:00am-12:00pm 

o TBD New Para Requirements 

o Presented by (to be announced) 

o Auburn School District, Board room, 915 4th St. NE, Auburn, 

WA 98002 

 

• May 22, 2019, from 8:00am-11:00am 

o SEBB Legislative Impacts (Possible strike conversations) 

o Presented by (to be announced) 

o Renton School District, Board room, 300 SW 7th St. Renton, WA 

98057 
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From:  WSPA Region 4 <waspa@memberclicks-mail.net>

Sent time:  11/02/2018 12:01:56 PM

To:  jensenv@skschools.org

Subject:  WSPA Region 4 Meeting Reminder

Attachments:  Region_4_Save_the_Date_18-19_2_.docx    
 

WSPA Region Training

Wednesday, November 7, 2018

8:00am - 11:00am

Paid Family Medical Leave

Presenter: Matt LaPalm

 

We are excited to get our first meeting underway.

Please bring any forms, notifications, policies that your District has implemented. 

What language have you included in your collective bargaining agreements?

We would also like to invite your Finance Directors and Supervisors in Payroll.

 

Coffee & Snacks will be provided

DOOR PRIZES - CLOCK HOURS sponsored by WSPA

We hope to see you then!

Please rsvp to cooks@rsd407.org 

  

Parking is limited so please car pool if you can.

There are two parking lots, but they are full by early morning.  Street parking is free, but is strictly limited to two hours.  They are
regularly patrolled by the parking police!

 

Hosted By:  Tacoma Public Schools

Central Administration Building, CAB Auditorium,

601 S. 8th St., Tacoma WA 98405

This email was sent to jensenv@skschools.org by cooks@rsd407.org

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:jensenv@skschools.org
mailto:cooks@rsd407.org
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxjZAqhZ3e8XZnZvxmI5OAxLsm8vq1X-2B72QJlugG9rXcpcg1VTkrodZ-2FpnUnarXvDqmvPaeC76VXj9XfX94ya7WQ-3D-3D_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKAxDN47kwynEft6vdi-2FlM3R8HuVtaxrKVXcAmyJD8VhVCi0vbX5D6333p4aNQJpYmOyEnwCG4mYtRIw-2B3b8QRLP9DdJIlR6A-2BFGJNXISGYEQLKoWHrJnSnuLPnma9fDtd4SPD5XezYv405IGm-2BKnD7lcUw6IEo64Gnt-2FTtdiKlC-2BqfMCdXk9ZD3-2FwDLiFEFI89Adr-2FZVJD2mst-2FpbU3pasj-2F3Jzcb2Y55G1XW52mFcRoPjRMgFVoM5HTflQx36uaJrg-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKAxDN47kwynEft6vdi-2FlM3R8HuVtaxrKVXcAmyJD8VhVCi0vbX5D6333p4aNQJpYmOyEnwCG4mYtRIw-2B3b8QRLP9DdJIlR6A-2BFGJNXISGYEQLBxj1Q5m4tWYEKpQRdHDblF8DEHFLU59tlKFdxv5iNRFWqcwbt3Z7QKIl-2Bal2Q4Fix2QNCBAvwluwgIP-2FfpshlTFVl3-2FNzCRamgt-2B4LxZl9XtvhQAXq-2FGKjVG90vYZpF9nu-2FjppDVXH0pqkrjohgOVA-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKAxDN47kwynEft6vdi-2FlM3R8HuVtaxrKVXcAmyJD8VhVCi0vbX5D6333p4aNQJpYmOyEnwCG4mYtRIw-2B3b8QRLP9DdJIlR6A-2BFGJNXISGYEQLC-2Fsy3hsUqI9fw2Z9ZQhHPQabszdlx5hDi-2B6qOuOHNcwo2q7daOo9Ts6JIvSAxrphBf1Z8cjhAZbFNhl5Lf9wqjkEQhlO6DOoP9TaoE52vHVzvHBxjwfPst-2BLE5Xd6BF4APiOszKC6X3xU-2BfM2LlHyg-3D-3D


 

Updated 2018-19 

Region 4 WSPA Meeting Schedule 

 

• November 7, 2018 from 8:00am-11:00am 

o Paid Family Medical Leave 

o Presented by Matt LaPalm from Washington Employment 

Security Department.  
o Please bring any forms, notifications, policies that your District has 

implemented.  What language have you included in your collective 

bargaining agreements? We would also like to invite your Finance 

Directors and Supervisors in Payroll.  

o Location: Tacoma Public Schools Central Administration 

Building, CAB Auditorium, 601 S. 8th St., Tacoma WA 98405 

 

• February 7, 2019, 8:00am-11:00am 

o Funding Impacts 

o Presented by (to be announced) 

o Federal Way Public Schools ESC, Room 104, 33330 8th Avenue 

S., Federal Way, WA 98003 

 

• April 17, 2019, 9:00am-12:00pm 

o TBD New Para Requirements 

o Presented by (to be announced) 

o Auburn School District, Board room, 915 4th St. NE, Auburn, 

WA 98002 

 

• May 22, 2019, from 8:00am-11:00am 

o SEBB Legislative Impacts (Possible strike conversations) 

o Presented by (to be announced) 

o Renton School District, Board room, 300 SW 7th St. Renton, WA 

98057 
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From:  WSPA Region 4 <waspa@memberclicks-mail.net>

Sent time:  11/02/2018 11:54:48 AM

To:  stewartj@skschools.org

Subject:  WSPA Region 4 Meeting Reminder

Attachments:  Region_4_Save_the_Date_18-19_2_.docx    
 

WSPA Region Training

Wednesday, November 7, 2018

8:00am - 11:00am

Paid Family Medical Leave

Presenter: Matt LaPalm

 

We are excited to get our first meeting underway.

Please bring any forms, notifications, policies that your District has implemented. 

What language have you included in your collective bargaining agreements?

We would also like to invite your Finance Directors and Supervisors in Payroll.

 

Coffee & Snacks will be provided

DOOR PRIZES - CLOCK HOURS sponsored by WSPA

We hope to see you then!

Please rsvp to cooks@rsd407.org 

  

Parking is limited so please car pool if you can.

There are two parking lots, but they are full by early morning.  Street parking is free, but is strictly limited to two hours.  They are
regularly patrolled by the parking police!

 

Hosted By:  Tacoma Public Schools

Central Administration Building, CAB Auditorium,

601 S. 8th St., Tacoma WA 98405

This email was sent to stewartj@skschools.org by cooks@rsd407.org

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:stewartj@skschools.org
mailto:cooks@rsd407.org
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGx7PRxkjORCe7bFh1-2BKKxAdP-2Bj6NOoFpLNLKLS7hpKEv8FcaD-2Fzt5PFVEyoABXHry0Omup3SYJe2US6-2Fq5G9NoGQ-3D-3D_kmqSwegD0GEk3FSxKpQbnBJcTZMtK7sfNoiNVgtVhQ7JpB-2FAbAuLG6EMQ04BoILNaejdJEZPBQZodozuvz1nfWshKO9tAd2nAPy9L3w0C1ZEyPQkGnJN-2B-2BQgN5Myqix8-2BCESKJIFKO62psLWTl32Kc4b8D7FWXrvvT3VBzqiMlTQZGTKJSfcCIR9DBgQA89-2F1M4ur3ZSBONnTyM3bMEj3QlsOgKCA6-2BapJ7RUKRi8jO26CKgJxgyIKo0baLsE8cy-2BCkKb1lLJzZcbQx1-2F1C-2BYe-2Fg8otKUwK8TPZ7NsfwsRaZsnE-2F4ZxG4-2BmsTWnB-2Bay6IS7EdVCxl9L-2BdvTckhN3gg-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_kmqSwegD0GEk3FSxKpQbnBJcTZMtK7sfNoiNVgtVhQ7JpB-2FAbAuLG6EMQ04BoILNaejdJEZPBQZodozuvz1nfWshKO9tAd2nAPy9L3w0C1ZEyPQkGnJN-2B-2BQgN5Myqix8-2BCESKJIFKO62psLWTl32Kc4b8D7FWXrvvT3VBzqiMlTQZGTKJSfcCIR9DBgQA89-2FIrIDizmhAZJmTTSRZC0Ge4j8WmCp4vEbDNY7tvAnEGLmjphPOTIybFARuqUKfXomRTN7TbD0Prxys7S4vCyT7vJxpyeTSmhKOKtgiggwF8bY1lsS-2Bco6ymct0szoSKe3HTNCBTd1ZDYE5Gtr23FjfA-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_kmqSwegD0GEk3FSxKpQbnBJcTZMtK7sfNoiNVgtVhQ7JpB-2FAbAuLG6EMQ04BoILNaejdJEZPBQZodozuvz1nfWshKO9tAd2nAPy9L3w0C1ZEyPQkGnJN-2B-2BQgN5Myqix8-2BCESKJIFKO62psLWTl32Kc4b8D7FWXrvvT3VBzqiMlTQZGTKJSfcCIR9DBgQA89-2FU3M-2FFZaR9KkADNViv8bGfGuBprMDkkFQVkYfn0FCsLR1OgDg7EVp6k222Dj06K1iOSsGPZ3fwV9jMRCUoQbiLs4hMRIQkhx31o1uY3-2Bprno-2FAjPR4pUZk89P5frTt9gTHbTPAq7tPNk0sR1CG1j8UQ-3D-3D


 

Updated 2018-19 

Region 4 WSPA Meeting Schedule 

 

• November 7, 2018 from 8:00am-11:00am 

o Paid Family Medical Leave 

o Presented by Matt LaPalm from Washington Employment 

Security Department.  
o Please bring any forms, notifications, policies that your District has 

implemented.  What language have you included in your collective 

bargaining agreements? We would also like to invite your Finance 

Directors and Supervisors in Payroll.  

o Location: Tacoma Public Schools Central Administration 

Building, CAB Auditorium, 601 S. 8th St., Tacoma WA 98405 

 

• February 7, 2019, 8:00am-11:00am 

o Funding Impacts 

o Presented by (to be announced) 

o Federal Way Public Schools ESC, Room 104, 33330 8th Avenue 

S., Federal Way, WA 98003 

 

• April 17, 2019, 9:00am-12:00pm 

o TBD New Para Requirements 

o Presented by (to be announced) 

o Auburn School District, Board room, 915 4th St. NE, Auburn, 

WA 98002 

 

• May 22, 2019, from 8:00am-11:00am 

o SEBB Legislative Impacts (Possible strike conversations) 

o Presented by (to be announced) 

o Renton School District, Board room, 300 SW 7th St. Renton, WA 

98057 
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From:  WSPA Region 4 <waspa@memberclicks-mail.net>

Sent time:  11/02/2018 11:54:46 AM

To:  stewartj@skschools.org

Subject:  WSPA Region 4 Meeting Reminder

Attachments:  Region_4_Save_the_Date_18-19_2_.docx    
 

WSPA Region Training

Wednesday, November 7, 2018

8:00am - 11:00am

Paid Family Medical Leave

Presenter: Matt LaPalm

 

We are excited to get our first meeting underway.

Please bring any forms, notifications, policies that your District has implemented. 

What language have you included in your collective bargaining agreements?

We would also like to invite your Finance Directors and Supervisors in Payroll.

 

Coffee & Snacks will be provided

DOOR PRIZES - CLOCK HOURS sponsored by WSPA

We hope to see you then!

Please rsvp to cooks@rsd407.org 

  

Parking is limited so please car pool if you can.

There are two parking lots, but they are full by early morning.  Street parking is free, but is strictly limited to two hours.  They are
regularly patrolled by the parking police!

 

Hosted By:  Tacoma Public Schools

Central Administration Building, CAB Auditorium,

601 S. 8th St., Tacoma WA 98405

This email was sent to stewartj@skschools.org by cooks@rsd407.org

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:stewartj@skschools.org
mailto:cooks@rsd407.org
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxNoE-2FTCXwyVvxY25xo-2BjTalal3JpNR-2BYw463H4VgHAmfxnOsiVrVqtHLVrBko8qNUzeG6oXNr3eIeSNO3xH0MWQ-3D-3D_kmqSwegD0GEk3FSxKpQbnBJcTZMtK7sfNoiNVgtVhQ7JpB-2FAbAuLG6EMQ04BoILNaejdJEZPBQZodozuvz1nfdTJjzwMOyeGSaLYs6ING9SuzisNSi0SSUXaXbVqmnOQKkumTm-2FVMBP6UF4AZElH3MVdLHwtxSY-2F83KLJLeM14eKAArI6K81c0FZO-2BTTNLNEvZ6QVJ9-2FUBE3WD7Duo-2BEwz2t0coFxxLrvWFzYRjBu4inAWFCLdhI9sIXXihqXmY8Y9cx6SroErhWwynB8a-2BtPga8RSRDXB1Q-2F0gPVaCYCUPTpIY2XJ6PAoVFwPT9An-2FEgjVKNdWa-2F-2BQVDwejdt4zAw-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_kmqSwegD0GEk3FSxKpQbnBJcTZMtK7sfNoiNVgtVhQ7JpB-2FAbAuLG6EMQ04BoILNaejdJEZPBQZodozuvz1nfdTJjzwMOyeGSaLYs6ING9SuzisNSi0SSUXaXbVqmnOQKkumTm-2FVMBP6UF4AZElH3MVdLHwtxSY-2F83KLJLeM14eKAArI6K81c0FZO-2BTTNLNE8iRWGPjTiRSH-2B7g0SJZVmPhsxpMa6rUJe8-2FwDdTg8j1Hy-2B7P-2B-2Ba2zR5SeNpgxpNaaWSN8TW2QqSR1XtKB-2F4S-2BCPbgkLq9XFcza7ZSc6y21J2i0FVwWvQ1-2FW41iSGjtH88cga-2BI3Pv9VrDODVNWS3Iw-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_kmqSwegD0GEk3FSxKpQbnBJcTZMtK7sfNoiNVgtVhQ7JpB-2FAbAuLG6EMQ04BoILNaejdJEZPBQZodozuvz1nfdTJjzwMOyeGSaLYs6ING9SuzisNSi0SSUXaXbVqmnOQKkumTm-2FVMBP6UF4AZElH3MVdLHwtxSY-2F83KLJLeM14eKAArI6K81c0FZO-2BTTNLNEwAuAKn0vZdhRXgwJjzDtylFw4C5p4MbqMjkAIclwa65oSkcpIpcnH8e5lkyvM4qztxdZGPyVYZVqpW1SyjJi-2BjTfUH-2Fw7Ta3QQ55QvM4et5dFpPdXBzTCyAYFdbVZGqmUr8zjqm7tsRznyCc6j10GA-3D-3D


 

Updated 2018-19 

Region 4 WSPA Meeting Schedule 

 

• November 7, 2018 from 8:00am-11:00am 

o Paid Family Medical Leave 

o Presented by Matt LaPalm from Washington Employment 

Security Department.  
o Please bring any forms, notifications, policies that your District has 

implemented.  What language have you included in your collective 

bargaining agreements? We would also like to invite your Finance 

Directors and Supervisors in Payroll.  

o Location: Tacoma Public Schools Central Administration 

Building, CAB Auditorium, 601 S. 8th St., Tacoma WA 98405 

 

• February 7, 2019, 8:00am-11:00am 

o Funding Impacts 

o Presented by (to be announced) 

o Federal Way Public Schools ESC, Room 104, 33330 8th Avenue 

S., Federal Way, WA 98003 

 

• April 17, 2019, 9:00am-12:00pm 

o TBD New Para Requirements 

o Presented by (to be announced) 

o Auburn School District, Board room, 915 4th St. NE, Auburn, 

WA 98002 

 

• May 22, 2019, from 8:00am-11:00am 

o SEBB Legislative Impacts (Possible strike conversations) 

o Presented by (to be announced) 

o Renton School District, Board room, 300 SW 7th St. Renton, WA 

98057 

R
eg
io
n_
4_
S
av
e_
th
e_
D
at
e_
18
-1
9_
2_
.d
oc
x



From:  WSPA Region 4 <waspa@memberclicks-mail.net>

Sent time:  11/02/2018 11:54:52 AM

To:  monaglej@skschools.org

Subject:  WSPA Region 4 Meeting Reminder

Attachments:  Region_4_Save_the_Date_18-19_2_.docx    
 

WSPA Region Training

Wednesday, November 7, 2018

8:00am - 11:00am

Paid Family Medical Leave

Presenter: Matt LaPalm

 

We are excited to get our first meeting underway.

Please bring any forms, notifications, policies that your District has implemented. 

What language have you included in your collective bargaining agreements?

We would also like to invite your Finance Directors and Supervisors in Payroll.

 

Coffee & Snacks will be provided

DOOR PRIZES - CLOCK HOURS sponsored by WSPA

We hope to see you then!

Please rsvp to cooks@rsd407.org 

  

Parking is limited so please car pool if you can.

There are two parking lots, but they are full by early morning.  Street parking is free, but is strictly limited to two hours.  They are
regularly patrolled by the parking police!

 

Hosted By:  Tacoma Public Schools

Central Administration Building, CAB Auditorium,

601 S. 8th St., Tacoma WA 98405

This email was sent to monaglej@skschools.org by cooks@rsd407.org

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:monaglej@skschools.org
mailto:cooks@rsd407.org
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxjZAqhZ3e8XZnZvxmI5OAxLndpwZHaFc6akYtN10DFIp-2B9k5ZVXOexbpqzJ8p1H7jlOUsCtvfgynBs2hO71Juaw-3D-3D_V-2B16v-2BSh-2FZV8VasV5DOujJapFfS1smZIO8soNipv9GYsHDCyAn2sirzLq2Phx-2Bpg7VxyHuFjrJhGLCjVRtTF1LhU4hVLBoNiyWtkJ9JoW4202T-2BKqJCRjgvCzA6YsZ-2FCs-2BuiB0kUuGkMI5S3k4mgcKfV1nqieSEwdbBb2zUbb5RI2nIO-2BvwkEGXif9Kxgw3FWTRKbvw3ZX4gv-2FxMlLFkrfnrrD6tfqgvhJDLeWgcvfn-2Btun5WtfOnFc6WRjJsMvEbMJVqAjTbfI-2Bc3QpkyvBKFego9itXhgXiiBA8ZU6atuTmfIO8rkDmrIMdcwk2YT-2FGohCaR0HSxQ0jZlPbKgZ-2BQ-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_V-2B16v-2BSh-2FZV8VasV5DOujJapFfS1smZIO8soNipv9GYsHDCyAn2sirzLq2Phx-2Bpg7VxyHuFjrJhGLCjVRtTF1LhU4hVLBoNiyWtkJ9JoW4202T-2BKqJCRjgvCzA6YsZ-2FCs-2BuiB0kUuGkMI5S3k4mgcKfV1nqieSEwdbBb2zUbb5RI2nIO-2BvwkEGXif9Kxgw3FNAc7jDcAo8LNGBtV8A-2BRfGCS6RqBMYkb3k90yDoWSXu8FMOJKS7Ij-2B3TKPZo90TiC6RhAForL0GaL-2BjabxSW4ru3fan5bLsejYsqOV-2FEWDJi4LXTd4VttWkffF7TsG7zK2yrifHY6jtRsoQa2-2BtQvw-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_V-2B16v-2BSh-2FZV8VasV5DOujJapFfS1smZIO8soNipv9GYsHDCyAn2sirzLq2Phx-2Bpg7VxyHuFjrJhGLCjVRtTF1LhU4hVLBoNiyWtkJ9JoW4202T-2BKqJCRjgvCzA6YsZ-2FCs-2BuiB0kUuGkMI5S3k4mgcKfV1nqieSEwdbBb2zUbb5RI2nIO-2BvwkEGXif9Kxgw3F3l9Pni2BI-2BqWp-2FG7BIXFdjCMH5DbQgBy44G8GkU82rQpzGkObU8tPD2WQFe4aS8UZ2Vjd9S8LTWq5DSpRm4u1IveDEMEIeKpBD-2FI6AmnpM3vtKC0zl3lfxUUUILwEc6JmyzmYcCy3fAJ0LZg2jeMYQ-3D-3D


 

Updated 2018-19 

Region 4 WSPA Meeting Schedule 

 

• November 7, 2018 from 8:00am-11:00am 

o Paid Family Medical Leave 

o Presented by Matt LaPalm from Washington Employment 

Security Department.  
o Please bring any forms, notifications, policies that your District has 

implemented.  What language have you included in your collective 

bargaining agreements? We would also like to invite your Finance 

Directors and Supervisors in Payroll.  

o Location: Tacoma Public Schools Central Administration 

Building, CAB Auditorium, 601 S. 8th St., Tacoma WA 98405 

 

• February 7, 2019, 8:00am-11:00am 

o Funding Impacts 

o Presented by (to be announced) 

o Federal Way Public Schools ESC, Room 104, 33330 8th Avenue 

S., Federal Way, WA 98003 

 

• April 17, 2019, 9:00am-12:00pm 

o TBD New Para Requirements 

o Presented by (to be announced) 

o Auburn School District, Board room, 915 4th St. NE, Auburn, 

WA 98002 

 

• May 22, 2019, from 8:00am-11:00am 

o SEBB Legislative Impacts (Possible strike conversations) 

o Presented by (to be announced) 

o Renton School District, Board room, 300 SW 7th St. Renton, WA 

98057 
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From:  monaglej@skschools.org

Sent time:  11/02/2018 01:11:33 PM

To:  tallman@skschools.org; stewartj@skschools.org; jensenv@skschools.org; olsonla@skschools.org

Subject:  WSPA Region 4 Meeting

Attachments:  attachment.ics     Attachment-2    
 

We are not part of this region but the topic is about the upcoming Family Paid Medical Leave so it may be interesting to see if
we can attend.



attachment.txt[8/11/2020 10:34:53 AM]

BEGIN:VCALENDAR
METHOD:REQUEST
PRODID:Microsoft Exchange Server 2010
VERSION:2.0
BEGIN:VTIMEZONE
TZID:Pacific Standard Time
BEGIN:STANDARD
DTSTART:16010101T020000
TZOFFSETFROM:-0700
TZOFFSETTO:-0800
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=1SU;BYMONTH=11
END:STANDARD
BEGIN:DAYLIGHT
DTSTART:16010101T020000
TZOFFSETFROM:-0800
TZOFFSETTO:-0700
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=2SU;BYMONTH=3
END:DAYLIGHT
END:VTIMEZONE
BEGIN:VEVENT
ORGANIZER:MAILTO:monaglej@skschools.org
ATTENDEE;ROLE=REQ-PARTICIPANT;PARTSTAT=NEEDS-ACTION;RSVP=TRUE:MAILTO:tallma
 n@skschools.org
ATTENDEE;ROLE=REQ-PARTICIPANT;PARTSTAT=NEEDS-ACTION;RSVP=TRUE:MAILTO:stewar
 tj@skschools.org
ATTENDEE;ROLE=REQ-PARTICIPANT;PARTSTAT=NEEDS-ACTION;RSVP=TRUE:MAILTO:jensen
 v@skschools.org
ATTENDEE;ROLE=REQ-PARTICIPANT;PARTSTAT=NEEDS-ACTION;RSVP=TRUE:MAILTO:olsonl
 a@skschools.org
ATTACH:CID:7D7AA0A19CBE3E44B6B2FBC3E754C3DD@skschools.org
DESCRIPTION;LANGUAGE=en-US:We are not part of this region but the topic is 
 about the upcoming Family Paid Medical Leave so it may be interesting to s
 ee if we can attend.\n
SUMMARY;LANGUAGE=en-US:WSPA Region 4 Meeting 
DTSTART;TZID=Pacific Standard Time:20181107T080000
DTEND;TZID=Pacific Standard Time:20181107T110000
UID:040000008200E00074C5B7101A82E0080000000030988692AD72D401000000000000000
 010000000F06A170C6289EE4BAF29234479F47648
CLASS:PUBLIC
PRIORITY:5
DTSTAMP:20181102T201131Z
TRANSP:OPAQUE
STATUS:CONFIRMED
SEQUENCE:0
LOCATION;LANGUAGE=en-US:Tacoma\, WA 
X-MICROSOFT-CDO-APPT-SEQUENCE:0
X-MICROSOFT-CDO-OWNERAPPTID:-18696222
X-MICROSOFT-CDO-BUSYSTATUS:TENTATIVE
X-MICROSOFT-CDO-INTENDEDSTATUS:BUSY
X-MICROSOFT-CDO-ALLDAYEVENT:FALSE
X-MICROSOFT-CDO-IMPORTANCE:1
X-MICROSOFT-CDO-INSTTYPE:0
X-MICROSOFT-DISALLOW-COUNTER:FALSE



attachment.txt[8/11/2020 10:34:53 AM]

BEGIN:VALARM
ACTION:DISPLAY
DESCRIPTION:REMINDER
TRIGGER;RELATED=START:-PT15M
END:VALARM
END:VEVENT
END:VCALENDAR



From: waspa@memberclicks-mail.net
To: monaglej@skschools.org
Subject: WSPA Region 4 Meeting Reminder
Date: Friday, November 2, 2018 11:54:59 AM
Attachments: Region_4_Save_the_Date_18-19_2_.docx

WSPA Region Training

Wednesday, November 7, 2018

8:00am - 11:00am

Paid Family Medical Leave

Presenter: Matt LaPalm

 

We are excited to get our first meeting underway.

Please bring any forms, notifications, policies that your District has implemented. 

What language have you included in your collective bargaining agreements?

We would also like to invite your Finance Directors and Supervisors in Payroll.

 

Coffee & Snacks will be provided

DOOR PRIZES - CLOCK HOURS sponsored by WSPA

We hope to see you then!

Please rsvp to cooks@rsd407.org 

  

Parking is limited so please car pool if you can.

There are two parking lots, but they are full by early morning.  Street parking is free, but is strictly limited to
two hours.  They are regularly patrolled by the parking police!

 

Hosted By:  Tacoma Public Schools

Central Administration Building, CAB Auditorium,

601 S. 8th St., Tacoma WA 98405

This email was sent to monaglej@skschools.org by cooks@rsd407.org

mailto:waspa@memberclicks-mail.net
mailto:monaglej@skschools.org
mailto:monaglej@skschools.org
mailto:cooks@rsd407.org


Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxjZAqhZ3e8XZnZvxmI5OAxLndpwZHaFc6akYtN10DFIp-2B9k5ZVXOexbpqzJ8p1H7jlOUsCtvfgynBs2hO71Juaw-3D-3D_V-2B16v-2BSh-2FZV8VasV5DOujJapFfS1smZIO8soNipv9GYsHDCyAn2sirzLq2Phx-2Bpg7VxyHuFjrJhGLCjVRtTF1LhU4hVLBoNiyWtkJ9JoW4202T-2BKqJCRjgvCzA6YsZ-2FCs-2BuiB0kUuGkMI5S3k4mgcKfV1nqieSEwdbBb2zUbb5RI2nIO-2BvwkEGXif9Kxgw3FWTRKbvw3ZX4gv-2FxMlLFkrfnrrD6tfqgvhJDLeWgcvfn-2Btun5WtfOnFc6WRjJsMvEbMJVqAjTbfI-2Bc3QpkyvBKFego9itXhgXiiBA8ZU6atuTmfIO8rkDmrIMdcwk2YT-2FGohCaR0HSxQ0jZlPbKgZ-2BQ-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_V-2B16v-2BSh-2FZV8VasV5DOujJapFfS1smZIO8soNipv9GYsHDCyAn2sirzLq2Phx-2Bpg7VxyHuFjrJhGLCjVRtTF1LhU4hVLBoNiyWtkJ9JoW4202T-2BKqJCRjgvCzA6YsZ-2FCs-2BuiB0kUuGkMI5S3k4mgcKfV1nqieSEwdbBb2zUbb5RI2nIO-2BvwkEGXif9Kxgw3FNAc7jDcAo8LNGBtV8A-2BRfGCS6RqBMYkb3k90yDoWSXu8FMOJKS7Ij-2B3TKPZo90TiC6RhAForL0GaL-2BjabxSW4ru3fan5bLsejYsqOV-2FEWDJi4LXTd4VttWkffF7TsG7zK2yrifHY6jtRsoQa2-2BtQvw-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_V-2B16v-2BSh-2FZV8VasV5DOujJapFfS1smZIO8soNipv9GYsHDCyAn2sirzLq2Phx-2Bpg7VxyHuFjrJhGLCjVRtTF1LhU4hVLBoNiyWtkJ9JoW4202T-2BKqJCRjgvCzA6YsZ-2FCs-2BuiB0kUuGkMI5S3k4mgcKfV1nqieSEwdbBb2zUbb5RI2nIO-2BvwkEGXif9Kxgw3F3l9Pni2BI-2BqWp-2FG7BIXFdjCMH5DbQgBy44G8GkU82rQpzGkObU8tPD2WQFe4aS8UZ2Vjd9S8LTWq5DSpRm4u1IveDEMEIeKpBD-2FI6AmnpM3vtKC0zl3lfxUUUILwEc6JmyzmYcCy3fAJ0LZg2jeMYQ-3D-3D


 

Updated 2018-19 
Region 4 WSPA Meeting Schedule 

 

• November 7, 2018 from 8:00am-11:00am 
o Paid Family Medical Leave 
o Presented by Matt LaPalm from Washington Employment 

Security Department.  
o Please bring any forms, notifications, policies that your District has 

implemented.  What language have you included in your collective 
bargaining agreements? We would also like to invite your Finance 
Directors and Supervisors in Payroll.  

o Location: Tacoma Public Schools Central Administration 
Building, CAB Auditorium, 601 S. 8th St., Tacoma WA 98405 
 

• February 7, 2019, 8:00am-11:00am 
o Funding Impacts 
o Presented by (to be announced) 
o Federal Way Public Schools ESC, Room 104, 33330 8th Avenue 

S., Federal Way, WA 98003 
 

• April 17, 2019, 9:00am-12:00pm 
o TBD New Para Requirements 
o Presented by (to be announced) 
o Auburn School District, Board room, 915 4th St. NE, Auburn, 

WA 98002 
 

• May 22, 2019, from 8:00am-11:00am 
o SEBB Legislative Impacts (Possible strike conversations) 
o Presented by (to be announced) 
o Renton School District, Board room, 300 SW 7th St. Renton, WA 

98057 



From:  olsonla@skschools.org

Sent time:  11/05/2018 11:37:13 AM

To:  monaglej@skschools.org; jensenv@skschools.org; tallman@skschools.org; stewartj@skschools.org

Subject:  Declined: WSPA Region 4 Meeting

Attachments:  attachment.ics    
 

My schedule doesn’t allow time to attend this training, but I’m going to an all day training on Thursday that will touch on this an
other topics.  If any of you attend this one, we can share notes!
 
Lalaina Olson
Supervisor of Payroll & Benefits
South Kitsap School District
Email:  olsonla@skschools.org
Ph:  360‐874‐7025  
Fax: 360‐874‐7024
 
 

mailto:olsonla@skschools.org


attachment.txt[8/11/2020 10:37:02 AM]

BEGIN:VCALENDAR
METHOD:REPLY
PRODID:Microsoft Exchange Server 2010
VERSION:2.0
BEGIN:VTIMEZONE
TZID:Pacific Standard Time
BEGIN:STANDARD
DTSTART:16010101T020000
TZOFFSETFROM:-0700
TZOFFSETTO:-0800
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=1SU;BYMONTH=11
END:STANDARD
BEGIN:DAYLIGHT
DTSTART:16010101T020000
TZOFFSETFROM:-0800
TZOFFSETTO:-0700
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=2SU;BYMONTH=3
END:DAYLIGHT
END:VTIMEZONE
BEGIN:VEVENT
ATTENDEE;PARTSTAT=DECLINED:MAILTO:olsonla@skschools.org
COMMENT;LANGUAGE=en-US:My schedule doesnâ€™t allow time to attend this trai
 ning\, but Iâ€™m going to an all day training on Thursday that will touch 
 on this an other topics.  If any of you attend this one\, we can share not
 es!\n\nLalaina Olson\nSupervisor of Payroll & Benefits\nSouth Kitsap Schoo
 l District\nEmail:  olsonla@skschools.org<mailto:olsonla@skschools.org>\nP
 h:  360-874-7025\nFax: 360-874-7024\n\n\n
SUMMARY;LANGUAGE=en-US:Declined: WSPA Region 4 Meeting 
DTSTART;TZID=Pacific Standard Time:20181107T080000
DTEND;TZID=Pacific Standard Time:20181107T110000
UID:040000008200E00074C5B7101A82E0080000000030988692AD72D401000000000000000
 010000000F06A170C6289EE4BAF29234479F47648
CLASS:PUBLIC
PRIORITY:5
DTSTAMP:20181105T193310Z
TRANSP:OPAQUE
STATUS:CONFIRMED
SEQUENCE:0
LOCATION;LANGUAGE=en-US:Tacoma\, WA 
X-MICROSOFT-CDO-APPT-SEQUENCE:0
X-MICROSOFT-CDO-OWNERAPPTID:-18696222
X-MICROSOFT-CDO-BUSYSTATUS:BUSY
X-MICROSOFT-CDO-INTENDEDSTATUS:BUSY
X-MICROSOFT-CDO-ALLDAYEVENT:FALSE
X-MICROSOFT-CDO-IMPORTANCE:1
X-MICROSOFT-CDO-INSTTYPE:0
X-MICROSOFT-DISALLOW-COUNTER:FALSE
END:VEVENT
END:VCALENDAR



From:  tallman@skschools.org

Sent time:  11/05/2018 02:31:16 PM

To:  KimHa@spokaneschools.org

Cc:  cleonard@wspa.net; AndyO@spokaneschools.org

Subject:  RE: MEMBER REQUEST
 

Hi Kim,
Thank you so much for the information! I’m going to forward this e‐mail to our support specialist who is working on this
project, and if she needs anything else she will reach out to you directly!
 
Thank you,
 
Rachel Tallman
HR Specialist, MBA
South Kitsap School District
2689 Hoover Avenue SE
Port Orchard, WA 98366
tallman@skschools.org
360‐874‐7083
 
 
 

From: Kim Harmon <KimHa@spokaneschools.org> 
Sent: Monday, November 5, 2018 11:03 AM
To: Tallman, Rachel <tallman@skschools.org>
Cc: cleonard@wspa.net; Andy Oranen <AndyO@spokaneschools.org>
Subject: FW: MEMBER REQUEST
 
Hi Rachel,
 
We use iObservation to enter and document data collected during observations.  At the end of the year, our administrators
then take that information and use it to complete the employee’s evaluation using an electronic form that I created.  I have the
forms for both Comprehensive and Focused evaluations and would be happy to share them‐ although they auto‐populate
scores using a formula that both our Association and we have agreed to.  Hope this answers your question.
 
Kim
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Friday, November 2, 2018 9:05 AM
To: Kim Harmon <KimHa@spokaneschools.org>
Subject: MEMBER REQUEST
 

Last request this week!

Rachel Tallman from South Kitsap School District is wondering if there are other districts currently doing their evaluations
electronically, and if so, what their process looks like?

 

Please send your responses directly to: tallman@skschools.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 

mailto:tallman@skschools.org
mailto:tallman@skschools.org
mailto:cleonard@wspa.net


This email was sent to kimha@spokaneschools.org by cleonard@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy
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https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_z8S15T-2FqtL-2BF0cbZV0nPm7XjX-2FaJc3bSQCH2lZ-2BpgGR-2BwJzR52GTTdSMRsv5xclDWv3-2FTFjNUuRrwNVtSIVusDsg3Sul4gPFcUOTLmmQDL-2BmW7aTGh-2Bt-2FfBnmWr0jPVCM059bPALlxuc54KceKUydNNlQLXjX21gwvIXv-2FeArGPkk3h2i6-2BiEvsHBn5BpQ-2F-2B1NcDswpkPar5gUo70NKQkNYiKTXVLqyuJahXB4W1CV80NEQ24Sgb3zelPnvv1TxCC2RuOKlzkn3o-2FG8vQ-2BRlShPZLix78jVNVQ3LJMm4kgdZRzxY34zpoaSjDN47EyWK78F-2BExEimlWglbwkzQ23Ew-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_z8S15T-2FqtL-2BF0cbZV0nPm7XjX-2FaJc3bSQCH2lZ-2BpgGR-2BwJzR52GTTdSMRsv5xclDWv3-2FTFjNUuRrwNVtSIVusDsg3Sul4gPFcUOTLmmQDL-2BmW7aTGh-2Bt-2FfBnmWr0jPVCM059bPALlxuc54KceKUydNNlQLXjX21gwvIXv-2FeArGPkk3h2i6-2BiEvsHBn5BpQ-2F-2BC8g5b8-2Bx2UPd4aK8sEGimz66wFXHYcouiJ-2Fsm8kE8plkrBJ6iyAQR37s-2BScNZn2SkyC0xyZrftsDrgb9FmhdE-2BkLObM0l5oI5W0NVfmzY6JZ1B90PvsMZUDD2mMp78hKKminaX9dOsHXTBrT46pB0w-3D-3D


From:  farmer@skschools.org

Sent time:  11/09/2018 12:03:41 PM

To:  holsten@skschools.org

Subject:  Capital Levy Staffing
 

Hi Jerry,

Can you throw out the net for some job descriptions for a Capital Projects Manager and the 
associated support person thru WSPA? I’m going to do some networking on this at WSSDA next week 
but if we don’t find someone to recruit I’ll need to get going on posting. If you’ve got time to 
do this by the end of Nov that would be great. 

Thanks! Hope you have a great long weekend!

Jennifer



From:  jensenv@skschools.org

Sent time:  11/09/2018 09:01:22 AM

To:  CDOMKOWSKI@nkschools.org

Cc:  cleonard@wspa.net

Subject:  Executive Director for Teaching and Learning 2015

Attachments:  Executive Director for Teaching and Learning 2015.pdf     Supervisor - Payroll and Benefits Job Description (2).docx    
 

Good Morning Camilla,
It’s been a few years since we hired our Director for T & L and Payroll Supervisor … we don’t have a Director of Payroll … but
here is what we used 
Have a great day!
 
 
 
Vivian Jensen
Human Resource Specialist
South Kitsap School District
360-874-7077
Fax 360-874-7076
 
 



 
 
 
 

 

We invite you to apply for the position of 

Executive Director  

for Teaching and Learning 
 

If you share our commitment to collaborative, enthusiastic, and child-centered leadership, 

 we’d like to hear from you! 
 

  

Professional Qualifications 
•   Master’s degree with a major in educational administration or appropriate related field. 

•   Valid Washington State Administrator Certificate. 

•   Successful experience in public school administration and staff/program supervision 

•   Demonstrated ability to work with administrators. 

•  Experience in planning, budgeting, and supervising federal and special programs preferred. 

 

 

Conditions of Employment 
Work involves supervising and managing the academic service areas which include but is not limited to instructional 

improvement, curriculum and instruction, professional development, exceptional children services, academically gifted 

services, bilingual services, special programs, co-curricular activities, extra-curricular activities and support services. 

Conducts school improvement efforts and addresses academic concerns of teacher, parents, administrators, students, staff and 

the community. 

 
• Total salary is $116,210 to $126,667 which includes the District’s professional development stipend.  A doctorate is 

compensated at an additional stipend of $1,183. 

• 213 scheduled workdays annually, excluding vacation, holidays, and non-work days.  Retirement, medical, dental, 

disability, and life insurance benefits are offered through the District’s designated providers. 

• Washington State law requires all new employees to have a state and national fingerprint background check. The 

successful candidate will be employed on a conditional basis, subject to a satisfactory background check and approval by 

the Board of Directors. 

 

Selection Timelines 
Formal search initiated............................... April 23, 2015 

Closing date ............................................... May 8, 2015 

 

All materials must be received by May 8, 2015 by 4:00 p.m., for a candidate to receive consideration.  Interviews for 

selected applicants are tentatively set for the May 20 – 21, 2015. 

 

 

Application Process 
To complete an online application, go to www.skitsap.wednet.edu, and select Employment 

Direct questions to: 

Misty Dieffenbach 

Assistant Superintendent for Human Resources 
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South Kitsap School District 

2689 Hoover Ave SE 
Port Orchard, WA  98366 

(360) 874-7074 FAX: (360) 874-7076 

 

A completed applicant file must include: 

• Completed District Administrative Certificated Online Application 

• Letter of Application  

• A Résumé  

• Completed Applicant Disclosure Form 

• Copy of WA State Administrator Certificate 

• Copies of Transcripts (Unofficial) 

• Certificated Administrative Confidential Professional Reference Forms (2), Available Online 

• 3 Letters of Reference 

 

We Want An Executive Director for Teaching and Learning Who Will: 
• Follow all rules, policies and procedures of SKSD, along with state and federal regulations pertaining to 

school/department issues.  
• Serve leaders of all areas aligned to academic outcomes, including but not limited to instructional improvement, 

Curriculum and Instruction, Professional Development, Fine Arts, Career and Technical Education, ESL/World 

Languages, IB Programs, Highly Capable Children, Federal Programs/Title I, Migrant Education and Pre K-12 

Instruction. 

• Direct investigation, analysis and method formulation for handling special projects; evaluate final results; 

review various prepared reports and perform special projects; advise and consuls Superintendent and/or other 

cabinet members on a variety of non-routine matters. 

• Work closely with Executive Directors in all academic areas to evaluate existing curriculum programs. 

• Offer guidance and direction for the improvement of student achievement in grades Pre K – 12 system-wide; 

develop, arrange and implement technical assistance for schools with low student achievement and execute 

continuous improvement for schools with average to high achievement. 

• Exercise initiative and independent judgment in ensuring proper administration of programs. 

• Provide assistance in determining the types of programs needed by schools and makes appropriate 

recommendations; address the needs of staff. 

• Provide input on professional development activities for the South Kitsap School District; follow the latest 

research, trends and development in all areas of education and explains these to the Superintendent, cabinet and 

other senior staff members. 

 

The Individual Selected as the Executive Director for Teaching and Learning Will 

Have Successfully Demonstrated the Ability to... 
• Facilitate a positive image among staff, agencies, parents, and the community. 

• Deal constructively with interpersonal issues. 

• Communicate and serve as liaison with schools, the community, parents, outside agencies, departments, and others; 

• Administer district policies and procedures. 

• Supervise and evaluate department employees. 

• Serve as the district liaison with the Office of the Superintendent of Public Instruction and Olympic Educational 

Service District 114 in the programs supervised. 

• Provide reports regarding federal and state projects to the superintendent, principals, and parents as they become 

available. 

• Assist in the planning, implementation, and evaluation of activities related to school improvement plans throughout 

the district. 

• Analyze and enhance the academic services plans offered by the school system. 

• Use common office machines, including popular computer-driven word processing, spreadsheet and file 

maintenance programs. 

• Follow through on commitments and assignments and meet established timelines. 

E
xe

cu
tiv

e 
D

ire
ct

or
 fo

r 
T

ea
ch

in
g 

an
d 

Le
ar

ni
ng

 2
01

5.
pd

f



• Effectively express ideas orally and in writing. 

• Make oral presentations before large groups of people. 

• Establish and maintain effective working relationships as necessitated by work assignments. 

 

South Kitsap School District 
South Kitsap School District is the second-largest school district in Kitsap County and serves 9,500 students within its 360 

square miles.  Our strategic goals focus on establishing uniformly high standards to meet the needs of all learners, effectively 

involving parents and community, and retaining quality staff.  The District’s sixteen schools include ten elementary schools, 

three junior highs, one school of choice, one alternative learning center, and one three-year comprehensive high school.  In 

addition, the District is well known for the breadth of its academic offerings and a wide range of extracurricular activities.  As 

the largest employer in Port Orchard, South Kitsap School District is proud to have knowledgeable, talented, and dedicated 

staff among the 1,200 employees, 650 of whom are teachers.  It also boasts the enthusiastic participation of over 2,500 

volunteers annually. 

 

Located between the blue waters of Puget Sound and the spectacular peaks of the Olympic Range and the Cascade 

Mountains, the area offers some of the finest recreational opportunities found anywhere in the country. Close to the urban 

amenities of Seattle, it offers the lifestyle and values of a small community. 





 
South Kitsap Community 

Declaration of Interdependence 
 

   

 

 

We believe: 
All children are capable of success, without exception! 

 
A successful child is: 

Whole, Safe, Challenged, Cared For, Connected, Healthy, and Hopeful 
 

Success for ALL takes us ALL 
Each of us is a key to their success 

 

 
 

The South Kitsap School District #402 complies with all state and federal rules and regulations and does not discriminate in 

any employment, programs, or activities on the basis of sex, race, creed, religion, color, national origin, age, veteran or 

military status, marital status, sexual orientation, gender expression or identity, disability, or the use of trained dog guides or 

service animal and provides equal access to the Boy Scouts and other designated youth groups.  Inquiries regarding 

compliance and/or grievance procedures may be directed to the school district's Title IX/RCW 28A.640 compliance officer 

and/or Section 504 Americans with Disabilities Act (ADA) coordinator.  The following employees have been designated to 

handle questions and complaints of alleged discrimination. 

Misty Dieffenbach        Rita Reandeau 

Human Resources                                                        Title IX/RCW 28a.640 Officer 

ADA Personnel Coordinator                                  Office of Special Education 

2689 Hoover Ave SE                                                     2150 Fircrest Drive SE 

Port Orchard WA 98366                                           Port Orchard WA 98366 

Phone:  (360) 874-7080                                            Phone: (360) 443-3625 
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Superintendent:  Michelle Reid, Ed.D. 

Board of Directors:  Chris Lemke, President * Patty Henderson * Keith Garton * Greg Wall * Rebecca Diehl 

 

We invite you to apply for the position of 

Supervisor for Payroll and Benefits 

 

If you share our commitment to collaborative, enthusiastic, and child-centered leadership, 

 we’d like to hear from you!            

Professional Qualifications 

•BA in Accounting or Business Administration with an accounting emphasis. 

•Three years of increasingly responsible payroll experience in a large complex organization; school district 

experience desirable. 

•Experience in a similar job in a school setting may be substituted for the education requirement, 

•Previous successful experience in school district preferred. 

Conditions of Employment 

•Dependent upon experience, education, and training level of the successful candidate, the total salary is 

$75,456  to $81,656.  •This includes the District’s professional development stipend.   

•12-month calendar, 250 work days (includes 12 paid holidays and 25 vacation days). 

•Retirement, medical, dental, disability, and life insurance benefits are offered through the District’s 

designated providers. 

•Washington State law requires all new employees to have a state and national fingerprint background check. 

The successful candidate will be employed on a conditional basis, subject to a satisfactory background check 

and approval by the Board of Directors. 

Selection Timelines 

Formal search initiated.................................. February 6, 2014 

Closing date..................................................... February 21, 2014 
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All materials must be received by February 21, 2014 by 4:00 p.m., for a candidate to receive 

consideration.  Interviews for selected applicants are tentatively set for February 26, 2014. 

The tentative date for approval from the Board of Directors is Wednesday, March 5, 2014.  The start date will 

be as soon as possible following the acceptance of the position. 

Application Process 

To complete an online application, go to www.skitsap.wednet.edu, and select Employment. 

Direct questions to: 

Lynn Stellick 

Assistant Superintendent for Human Resources 

South Kitsap School District 

2689 Hoover Ave SE 

Port Orchard, WA  98366 

(360) 874-7074 

FAX: (360) 874-7076 

A completed applicant file must include: 

•Completed District Administrative Classified Online Application 

•Cover Letter 

•Résumé 

•Copies of Transcripts (If applicable, unofficial if sufficient) 

•3 Letters of Reference 

•2 Classified Administrative Confidential Professional Reference Forms (2), Available Online 

•Applicant Disclosure Form, Available Online 

The Supervisor for Payroll and Benefits Will: 

•Coordinate and direct payroll activities and payroll and benefits specialists for the purpose of ensuring timely 

and accurate payroll processes. 

•Serve as a liaison between payroll and human resources for the purposes of coordinating activities, discussion 

and resolution of problems. 
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•Provide technical training and development opportunities to payroll and benefits staff to increase 

effectiveness and efficiency. 

•Recommend to the Assistant Superintendent new policies or revisions to policies, procedures, checks and 

balances for the payroll and benefits department to ensure strict fiduciary standards. 

•Prepare reports, filings, correspondence and other written materials (e.g., monthly payroll reports, transmittal 

memos, 

•W-2’s, 941 tax filings etc.) for the purpose of providing written reference and/or complying with district, state 

and federal requirements. 

•Coordinate employee health related benefits; serve as liaison with brokers; serve on District insurance 

committee. 

•Assist with new employee orientation for insurance benefits and assist employees in completion of 

paperwork. 

•Communicate with and update employees during annual open enrollment period on health care coverage and 

premium changes. 

•Assist with coordinating annual Benefit Fair. 

•Audit payroll monthly to ensure accuracy, timeliness and compliance. 

•Balance monthly vendor billing with payroll records and submit payments to vendors; maintain appropriate 

documentation/files. 

•Coordinate all aspects of employee benefits within the human resources financial system (Skyward) and 

calculate benefit pooling for each insurance pool. 

•Coordinate L&I workers’ compensation claims and related payroll services. 

•Coordinate all aspects of administration for VEBA, COBRA, State Retirement Plans and leave plans. 

•Monitor FLEX plan yearly enrollment and ensure that all requirements are met and appropriate 

documentation is maintained. 

•Coordinate all unemployment claim responses. 

•Manage compliance with liens and garnishments, including child support enforcement. 

•Interpret negotiated agreements as to their effect on pay, leaves, deductions, taxation, retirement, and 

employee benefits; provide information, statistics, and counsel during collective bargaining process and for 

personnel transactions. 

•Ensure establishment, maintenance, and security of payroll-related records, documents, calculations, 

procedures and reports. 

•Manage the eligibility, payment and record-keeping processes for employee retirement. 
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•Manage the time-worked and leave records and a variety of payroll deduction programs; ensure assignments 

of proper account numbers to pay benefits. 

•Monitor FTE budgets and expenditures for the purpose of ensuring expenses are within budget and fiscal 

procedures are followed. 

•Assist the Assistant Superintendent in the completion of the year-end fiscal closing and annual audit. 

•Maintain confidentiality of sensitive financial analysis and discussions related to budget preparation. 

•Collect and analyze financial data to provide budgetary projections or respond to inquiries and requests.  

•Provide assistance to auditors as required. 

•Other responsibilities as assigned. 

The Individual Selected as Supervisor of Payroll and Benefits Will Have 

Successfully Demonstrated the Ability to... 

•Plan, conduct and manage payroll processes to ensure accuracy and timeliness of pay for all employees. 

•Effectively organize, set priorities, and coordinate multiple activities at the same time. 

•Provide expertise in the use of the district’s human resources/finance software system (Skyward). 

•Interpret and be current with regulations governing Washington State retirement systems. 

•Develop and meet deadlines for projects/reports. 

•Develop, implement, and supervise projects independently. 

•Develop and perform a variety of internal audits of District payroll and benefits. 

•Understand/explain payroll/benefit related information, regulations and procedures. 

•Deal with employees in a positive, calm and courteous manner. 

•Establish and maintain effective working relationships. 

•Perform accurate arithmetic computations using effective reasoning skills. 

•Evaluate processes for efficiency, effectiveness and accuracy. 

•Work independently, exercise good judgment and maintain confidentiality regarding employee compensation 

issues. 

•Function effectively as a member of a management team. 

•Work effectively under pressure and meet legal and other required deadlines. 
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•Communicate effectively, both orally and in writing. 

•Effectively supervise and evaluate employees. 

•Skillfully utilize conflict resolution and collaboration tools. 

•Manage budget controls and communicate with school administrators, department heads, teachers, and 

support staff in a systematic manner to assure appropriate dialogue and decision making. 

South Kitsap School District 

South Kitsap School District is the second-largest school district in Kitsap County and serves nearly 9,380 

students within its 360 square miles.  Our strategic goals focus on establishing uniformly high standards to 

meet the needs of all learners, effectively involving parents and community, and retaining quality staff.  The 

District’s sixteen schools include ten elementary schools, three junior highs, one school of choice, one 

alternative learning center, and one three-year comprehensive high school.  In addition, the District is well 

known for the breadth of its academic offerings and a wide range of extracurricular activities.  As the largest 

employer in Port Orchard, South Kitsap School District is proud to have knowledgeable, talented, and 

dedicated staff among the 1,200 employees, 550 of whom are teachers.  It also boasts the enthusiastic 

participation of over 2,500 volunteers annually. 

Located between the blue waters of Puget Sound and the spectacular peaks of the Olympic Range and the 

Cascade Mountains, the area offers some of the finest recreational opportunities found anywhere in the 

country. Close to the urban amenities of Seattle, it offers the lifestyle and values of a small community. 
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From:  holsten@skschools.org

Sent time:  11/09/2018 12:38:15 PM

To:  finnie@skschools.org

Subject:  FW: Capital Levy Staffing
 

Jerry Holsten
Executive Director
Human Resources
holsten@skschools.org
Office: 360-874-7006
Fax: 360-874-7076

-----Original Message-----
From: Farmer, Jennifer 
Sent: Friday, November 9, 2018 12:04 PM
To: Holsten, Jerry 
Subject: Capital Levy Staffing

Hi Jerry,

Can you throw out the net for some job descriptions for a Capital Projects Manager and the 
associated support person thru WSPA? I’m going to do some networking on this at WSSDA next week 
but if we don’t find someone to recruit I’ll need to get going on posting. If you’ve got time to 
do this by the end of Nov that would be great. 

Thanks! Hope you have a great long weekend!

Jennifer



From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/09/2018 11:03:28 AM

To:  jensenv@skschools.org

Subject:  Member Request: North Kitsap email address correction
 

Hello WSPA Members, 

Please see the corrected email addres for Camilla Dombkowski from North Kitsap School District. She is looking for job
descriptions for the following: 

Assistant Superintendent of Teaching and Learning
Executive Director of Teaching and Learning
Assistant Director of Human Resources
Assistant Director of Payroll

Please send your responses directly to:

cdombkowski@nkschools.org

Also, cc your responses to: cleonard@wspa.net

Thanks, 

Curtis 

This email was sent to jensenv@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy
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https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKA33llVaQjBXqHwpkbK6U0OGkAnQBjLwarRHMDmazFittj3Kr2B3W9JpENhl-2BytL46rKRwdjTiGnezU7FfuFaZziaNQsgpL7AbCDUI7D9Z2-2FoGr8pMTHYyb8bqDkC7MFhq16DDnLu3vXaj8lekTj2VbJhZnm0THGuY6m1YL7oFzstE9towkwdNppdnzz-2BYl56nFr2t-2B8EOBhsTOxmgxhiwrjUtITQcNpBgisebZMiKPE8SFb4yasJzd-2FtJ-2B5J1Rq8-2FA-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKA33llVaQjBXqHwpkbK6U0OGkAnQBjLwarRHMDmazFittj3Kr2B3W9JpENhl-2BytL46rKRwdjTiGnezU7FfuFaZziaNQsgpL7AbCDUI7D9Z2-2Fo-2F-2FUK-2BSItW0587lkCN8OMKHNiyotgmRK-2FuwxLFMaSO72azmmv6U2ULuHa5sc5KwgAK1w47HmfJnpW9hBYKflmsJyQGrkBX0hR9-2B9HjqeRbEvxDFa3bTwt2k4VSz11ozOfSdfl0PJAnUSnW404IHmkQw-3D-3D


From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/09/2018 11:02:14 AM

To:  finnie@skschools.org

Subject:  Member Request: North Kitsap email address correction
 

Hello WSPA Members, 

Please see the corrected email addres for Camilla Dombkowski from North Kitsap School District. She is looking for job
descriptions for the following: 

Assistant Superintendent of Teaching and Learning
Executive Director of Teaching and Learning
Assistant Director of Human Resources
Assistant Director of Payroll

Please send your responses directly to:

cdombkowski@nkschools.org

Also, cc your responses to: cleonard@wspa.net

Thanks, 

Curtis 

This email was sent to finnie@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy
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https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxnNFifdLKFGX-2FRp8uF7jrNr9cLpeZpmQoeWdv4d00LnMw8RivAWqN02SxWCDqT1Cc3kLhK-2F0fvNHMbgzXe9ku8A-3D-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0rK5-2BkUPbWotNA5ey3e0ySU98aOi-2Fk-2BJzJJGIv-2FHgCKds0HmUyP2cA-2BjN6miPD-2Fq3vTuXlgOKjMuWRLelAvXG8TK7FAzdBacQLM1XZqUjsRfIN3W2F15SG0Rg1-2BJKNRopOHYdcnszEeV0Z4882NtOJrHXVCtUbVpPSzKCFn9rX806aE-2B-2BItZOpo0Qq5-2FwYFdTlcpJeGL7KSK9BoN4Jw1aQy95HrwoZfEzWDrcsPQGRPEpo-2Fu9g0JPsgT6XpTxoxsbw-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0rK5-2BkUPbWotNA5ey3e0ySU98aOi-2Fk-2BJzJJGIv-2FHgCKds0HmUyP2cA-2BjN6miPD-2Fq3vTuXlgOKjMuWRLelAvXG8RagYihqtpG2KvOw0QIrTRyCGIU4NHTmeXS0syt3igInqD2-2F0PgKi6fqmg4mXwjjmSgw2oZ7r-2FVcJKsRxDKFYBNPcNRZaVWJz9BY6gdSJSfEBoiuGHR6nzg56JSaHxcycP-2FWC4n0LXeG7wxmzeFAcYawhR-2BS7cerRYHX-2F9-2BOtKsng-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0rK5-2BkUPbWotNA5ey3e0ySU98aOi-2Fk-2BJzJJGIv-2FHgCKds0HmUyP2cA-2BjN6miPD-2Fq3vTuXlgOKjMuWRLelAvXG8SfH7RTnrj7nzq3MaLRTZVMcWXoOk5TYih5df641UxE0Mm0AHhpKyXILLZVnF9FjGMc7bve0-2BQ81E7XHmU-2F3w9ZG0MvoB4jQrB09LOHmbrp9QtC2m10Ad-2Fazg-2Bwg39I7sdPmLNma6ecQahH7gK8hNA3UoSyaYIcl7bzgP-2FHpw726A-3D-3D


From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/09/2018 11:02:39 AM

To:  tallman@skschools.org

Subject:  Member Request: North Kitsap email address correction
 

Hello WSPA Members, 

Please see the corrected email addres for Camilla Dombkowski from North Kitsap School District. She is looking for job
descriptions for the following: 

Assistant Superintendent of Teaching and Learning
Executive Director of Teaching and Learning
Assistant Director of Human Resources
Assistant Director of Payroll

Please send your responses directly to:

cdombkowski@nkschools.org

Also, cc your responses to: cleonard@wspa.net

Thanks, 

Curtis 

This email was sent to tallman@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States
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https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxjWeoGnfJQvzHiENTcMuThNozzV6tkjTbebl3MTpP7O2cKuJFw7ilNREedr-2Btby36RQ772NsRSxHHeTluxg3ChQ-3D-3D_cBF5CzpWSzckjckMPh1XLpwe5chnUc-2FHPzGmx-2B2XXPT8X7B5nRycuRNeNQFOFfAKK4buYrgyi4eAjQIdg9K5Vi8hPTA8-2FDIo77sJgY2-2Fw30NbJOvTO1DdA5XbqAG94-2BX8forBEafWWClik0H82UYB9CsIJYAfQy-2BKQIj2UxtHCS-2Fv50dYhbibNd-2FnnWdJ5uwlkSQe8Hw1oMzpm4NZQYXmhOJlud80bL30zz7BUvfTmA1HJqmSuncg0Q4kldvjbu7juUtyNiHGtuMMRVjPjrCKLvcZSyKm-2BFU-2Btv1SxrCZjSLxlfyKkPsRHOsXhglHFITKsLwyaG10xLpvX30r4gI7g-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_cBF5CzpWSzckjckMPh1XLpwe5chnUc-2FHPzGmx-2B2XXPT8X7B5nRycuRNeNQFOFfAKK4buYrgyi4eAjQIdg9K5Vi8hPTA8-2FDIo77sJgY2-2Fw30NbJOvTO1DdA5XbqAG94-2BX8forBEafWWClik0H82UYB9CsIJYAfQy-2BKQIj2UxtHCS-2Fv50dYhbibNd-2FnnWdJ5uwJyGxa1PIJjawUobGx7BUIZa1JXzjoOijtmx91PjBlXRFUeeW9GIRWY4WkmpnUkZNfpVY-2FCTNrtM01c59NlIWBRpi1-2Bz36SFDn1gdd4I-2F3x-2BJ0cZSASB8h5hCrLZu-2FwChjP6UcgB5CGGnVzqXawYE6w-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_cBF5CzpWSzckjckMPh1XLpwe5chnUc-2FHPzGmx-2B2XXPT8X7B5nRycuRNeNQFOFfAKK4buYrgyi4eAjQIdg9K5Vi8hPTA8-2FDIo77sJgY2-2Fw30NbJOvTO1DdA5XbqAG94-2BX8forBEafWWClik0H82UYB9CsIJYAfQy-2BKQIj2UxtHCS-2Fv50dYhbibNd-2FnnWdJ5uwLetwjtGJCdTG37StTHcBxCRFqTmeC3g-2FkugvDIGuMzwWpIaQGgeMl4wCxgnBecggjO2RphaDlwO2v7QVlGFYuotsxGDgyG00FRamJzdLOUMnKYzrgQv-2Fz0JSw0LI2b3hJp3KYeM3toCyZnQzqUbHKA-3D-3D


From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/09/2018 11:01:15 AM

To:  monaglej@skschools.org

Subject:  Member Request: North Kitsap email address correction
 

Hello WSPA Members, 

Please see the corrected email addres for Camilla Dombkowski from North Kitsap School District. She is looking for job
descriptions for the following: 

Assistant Superintendent of Teaching and Learning
Executive Director of Teaching and Learning
Assistant Director of Human Resources
Assistant Director of Payroll

Please send your responses directly to:

cdombkowski@nkschools.org

Also, cc your responses to: cleonard@wspa.net

Thanks, 

Curtis 

This email was sent to monaglej@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States
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https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxjZAqhZ3e8XZnZvxmI5OAxPgN0d5yNfljS7wPVZh89R38NVwtxqK9ROD7PM-2FYxymrCOHqlddXrmXdmb55zt8-2B0Q-3D-3D_V-2B16v-2BSh-2FZV8VasV5DOujJapFfS1smZIO8soNipv9GYsHDCyAn2sirzLq2Phx-2Bpg7VxyHuFjrJhGLCjVRtTF1E-2BWbgBJENv0-2BMHPekiT30STJacZyT3dnptaqfhl7rqCgNgTpeqiTI7iHUjmCFl-2BDYNL9ES7ch-2FXRqmsUUl7jH5oTRG2Z-2BmmNpqGE8KIv1muRg-2BQ5atdvxNZ76tbbJET8T-2F-2Fa7dWjEKCEUHPZxaXj-2FgDLLcTQNh1E02v5xZT9xw7k-2BJzwC4dO-2BkARIF-2FyVwuN3jutlOADrDarx6zETDVCzMUlpCjEvfKVP0QHpTuwbc6Idu9nVdMsmPtE5XiIQj3ew-3D-3D
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/09/2018 11:01:26 AM

To:  holsten@skschools.org

Subject:  Member Request: North Kitsap email address correction
 

Hello WSPA Members, 

Please see the corrected email addres for Camilla Dombkowski from North Kitsap School District. She is looking for job
descriptions for the following: 

Assistant Superintendent of Teaching and Learning
Executive Director of Teaching and Learning
Assistant Director of Human Resources
Assistant Director of Payroll

Please send your responses directly to:

cdombkowski@nkschools.org

Also, cc your responses to: cleonard@wspa.net

Thanks, 

Curtis 

This email was sent to holsten@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/09/2018 11:01:14 AM

To:  stewartj@skschools.org

Subject:  Member Request: North Kitsap email address correction
 

Hello WSPA Members, 

Please see the corrected email addres for Camilla Dombkowski from North Kitsap School District. She is looking for job
descriptions for the following: 

Assistant Superintendent of Teaching and Learning
Executive Director of Teaching and Learning
Assistant Director of Human Resources
Assistant Director of Payroll

Please send your responses directly to:

cdombkowski@nkschools.org

Also, cc your responses to: cleonard@wspa.net

Thanks, 

Curtis 

This email was sent to stewartj@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States
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From:  holsten@skschools.org

Sent time:  11/09/2018 12:38:32 PM

To:  farmer@skschools.org

Subject:  RE: Capital Levy Staffing
 

Will do

Jerry Holsten
Executive Director
Human Resources
holsten@skschools.org
Office: 360-874-7006
Fax: 360-874-7076

-----Original Message-----
From: Farmer, Jennifer 
Sent: Friday, November 9, 2018 12:04 PM
To: Holsten, Jerry 
Subject: Capital Levy Staffing

Hi Jerry,

Can you throw out the net for some job descriptions for a Capital Projects Manager and the 
associated support person thru WSPA? I’m going to do some networking on this at WSSDA next week 
but if we don’t find someone to recruit I’ll need to get going on posting. If you’ve got time to 
do this by the end of Nov that would be great. 

Thanks! Hope you have a great long weekend!

Jennifer



From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/12/2018 01:33:16 PM

To:  finnie@skschools.org

Subject:  Registration now open: WSPA Annual Conference
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We encourage you to attend this valuable and meaningful conference. 
Each day provides relevant and useful sessions, the chance to meet with State partners and vendors, 
and most importantly -- the opportunity to make connections and build relationships with your colleagues. 

Pre-conference: Sunday, February 24,2019
Conference: February 25-27, 2019
Three Rivers Convention Center - Kennewick 

Please join us for the pre-conference session: "Grow Your Own" Teacher Academy

"Grow Your Own" Teacher Academy 
Presenters: Franklin Pierce School District
Sunday, February 24, 2018
1:30-4:30 pm
$75.00

Conference sessions to include: 

Post-Strike Relationship Building
Sick Leave
Paid Family Leave
Alternate Routes to Certification
Paraeducator Testing
Non-Renewal of Administrators
Employees and Social Media
How to Communicate Legislative Changes
Equity and Recruitment
Transgender Employees and the Classroom Experience
Fiscal and HR Implications of SEBB
Best Practices: RIF and Budget Cuts
Onboarding and Paperless Hiring Practices
Final agenda coming soon!

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register and for conference details 

We look forward to seeing you there!

Region 2
Washington School Personnel Association 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/12/2018 01:34:31 PM

To:  jensenv@skschools.org

Subject:  Registration now open: WSPA Annual Conference
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We encourage you to attend this valuable and meaningful conference. 
Each day provides relevant and useful sessions, the chance to meet with State partners and vendors, 
and most importantly -- the opportunity to make connections and build relationships with your colleagues. 

Pre-conference: Sunday, February 24,2019
Conference: February 25-27, 2019
Three Rivers Convention Center - Kennewick 

Please join us for the pre-conference session: "Grow Your Own" Teacher Academy

"Grow Your Own" Teacher Academy 
Presenters: Franklin Pierce School District
Sunday, February 24, 2018
1:30-4:30 pm
$75.00

Conference sessions to include: 

Post-Strike Relationship Building
Sick Leave
Paid Family Leave
Alternate Routes to Certification
Paraeducator Testing
Non-Renewal of Administrators
Employees and Social Media
How to Communicate Legislative Changes
Equity and Recruitment
Transgender Employees and the Classroom Experience
Fiscal and HR Implications of SEBB
Best Practices: RIF and Budget Cuts
Onboarding and Paperless Hiring Practices
Final agenda coming soon!

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register and for conference details 

We look forward to seeing you there!

Region 2
Washington School Personnel Association 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/12/2018 01:32:15 PM

To:  stewartj@skschools.org

Subject:  Registration now open: WSPA Annual Conference
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We encourage you to attend this valuable and meaningful conference. 
Each day provides relevant and useful sessions, the chance to meet with State partners and vendors, 
and most importantly -- the opportunity to make connections and build relationships with your colleagues. 

Pre-conference: Sunday, February 24,2019
Conference: February 25-27, 2019
Three Rivers Convention Center - Kennewick 

Please join us for the pre-conference session: "Grow Your Own" Teacher Academy

"Grow Your Own" Teacher Academy 
Presenters: Franklin Pierce School District
Sunday, February 24, 2018
1:30-4:30 pm
$75.00

Conference sessions to include: 

Post-Strike Relationship Building
Sick Leave
Paid Family Leave
Alternate Routes to Certification
Paraeducator Testing
Non-Renewal of Administrators
Employees and Social Media
How to Communicate Legislative Changes
Equity and Recruitment
Transgender Employees and the Classroom Experience
Fiscal and HR Implications of SEBB
Best Practices: RIF and Budget Cuts
Onboarding and Paperless Hiring Practices
Final agenda coming soon!

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register and for conference details 

We look forward to seeing you there!

Region 2
Washington School Personnel Association 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/12/2018 01:33:41 PM

To:  tallman@skschools.org

Subject:  Registration now open: WSPA Annual Conference
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We encourage you to attend this valuable and meaningful conference. 
Each day provides relevant and useful sessions, the chance to meet with State partners and vendors, 
and most importantly -- the opportunity to make connections and build relationships with your colleagues. 

Pre-conference: Sunday, February 24,2019
Conference: February 25-27, 2019
Three Rivers Convention Center - Kennewick 

Please join us for the pre-conference session: "Grow Your Own" Teacher Academy

"Grow Your Own" Teacher Academy 
Presenters: Franklin Pierce School District
Sunday, February 24, 2018
1:30-4:30 pm
$75.00

Conference sessions to include: 

Post-Strike Relationship Building
Sick Leave
Paid Family Leave
Alternate Routes to Certification
Paraeducator Testing
Non-Renewal of Administrators
Employees and Social Media
How to Communicate Legislative Changes
Equity and Recruitment
Transgender Employees and the Classroom Experience
Fiscal and HR Implications of SEBB
Best Practices: RIF and Budget Cuts
Onboarding and Paperless Hiring Practices
Final agenda coming soon!

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register and for conference details 

We look forward to seeing you there!

Region 2
Washington School Personnel Association 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/12/2018 01:32:16 PM

To:  monaglej@skschools.org

Subject:  Registration now open: WSPA Annual Conference
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We encourage you to attend this valuable and meaningful conference. 
Each day provides relevant and useful sessions, the chance to meet with State partners and vendors, 
and most importantly -- the opportunity to make connections and build relationships with your colleagues. 

Pre-conference: Sunday, February 24,2019
Conference: February 25-27, 2019
Three Rivers Convention Center - Kennewick 

Please join us for the pre-conference session: "Grow Your Own" Teacher Academy

"Grow Your Own" Teacher Academy 
Presenters: Franklin Pierce School District
Sunday, February 24, 2018
1:30-4:30 pm
$75.00

Conference sessions to include: 

Post-Strike Relationship Building
Sick Leave
Paid Family Leave
Alternate Routes to Certification
Paraeducator Testing
Non-Renewal of Administrators
Employees and Social Media
How to Communicate Legislative Changes
Equity and Recruitment
Transgender Employees and the Classroom Experience
Fiscal and HR Implications of SEBB
Best Practices: RIF and Budget Cuts
Onboarding and Paperless Hiring Practices
Final agenda coming soon!

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register and for conference details 

We look forward to seeing you there!

Region 2
Washington School Personnel Association 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/12/2018 01:32:28 PM

To:  holsten@skschools.org

Subject:  Registration now open: WSPA Annual Conference
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We encourage you to attend this valuable and meaningful conference. 
Each day provides relevant and useful sessions, the chance to meet with State partners and vendors, 
and most importantly -- the opportunity to make connections and build relationships with your colleagues. 

Pre-conference: Sunday, February 24,2019
Conference: February 25-27, 2019
Three Rivers Convention Center - Kennewick 

Please join us for the pre-conference session: "Grow Your Own" Teacher Academy

"Grow Your Own" Teacher Academy 
Presenters: Franklin Pierce School District
Sunday, February 24, 2018
1:30-4:30 pm
$75.00

Conference sessions to include: 

Post-Strike Relationship Building
Sick Leave
Paid Family Leave
Alternate Routes to Certification
Paraeducator Testing
Non-Renewal of Administrators
Employees and Social Media
How to Communicate Legislative Changes
Equity and Recruitment
Transgender Employees and the Classroom Experience
Fiscal and HR Implications of SEBB
Best Practices: RIF and Budget Cuts
Onboarding and Paperless Hiring Practices
Final agenda coming soon!

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register and for conference details 

We look forward to seeing you there!

Region 2
Washington School Personnel Association 
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From:  stewartj@skschools.org

Sent time:  11/13/2018 08:20:46 AM

To:  tallman@skschools.org; jensenv@skschools.org; monaglej@skschools.org

Subject:  FW: Member Request: North Kitsap email address correction
 

Did anyone respond to this request.  Just checking before I delete 
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Friday, November 9, 2018 11:01 AM
To: Stewart, Jackie <stewartj@skschools.org>
Subject: Member Request: North Kitsap email address correction
 

Hello WSPA Members, 

Please see the corrected email addres for Camilla Dombkowski from North Kitsap School District. She is looking for job
descriptions for the following: 

Assistant Superintendent of Teaching and Learning
Executive Director of Teaching and Learning
Assistant Director of Human Resources
Assistant Director of Payroll

Please send your responses directly to:

cdombkowski@nkschools.org

Also, cc your responses to: cleonard@wspa.net

Thanks, 

Curtis 
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From:  stewartj@skschools.org

Sent time:  11/13/2018 07:55:52 AM

To:  holsten@skschools.org; monaglej@skschools.org

Cc:  jensenv@skschools.org; tallman@skschools.org; finnie@skschools.org

Subject:  FW: Registration now open: WSPA Annual Conference
 

Good morning,
 
I wanted to check for all of us (Vivian, Rachel, and I) if we are able to attend the WSPA conference this year.  It was an excellent
conference last  year specific to HR.  In my opinion I would prefer to attend WSPA vs. WASWUG this year.  WASWUG was not as
HR informative.  Thanks so much for your consideration 
 
Jackie Stewart
Human Resources Specialist
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone: (360) 874‐7082
Fax: (360) 874‐7076
Email: stewartj@skschools.org
 
 
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Monday, November 12, 2018 1:32 PM
To: Stewart, Jackie <stewartj@skschools.org>
Subject: Registration now open: WSPA Annual Conference
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We encourage you to attend this valuable and meaningful conference. 
Each day provides relevant and useful sessions, the chance to meet with State partners and vendors, 
and most importantly ‐‐ the opportunity to make connections and build relationships with your colleagues. 

Pre‐conference: Sunday, February 24,2019
Conference: February 25‐27, 2019
Three Rivers Convention Center ‐ Kennewick 

Please join us for the pre‐conference session: "Grow Your Own" Teacher Academy

"Grow Your Own" Teacher Academy 
Presenters: Franklin Pierce School District
Sunday, February 24, 2018
1:30‐4:30 pm
$75.00

Conference sessions to include: 

Post‐Strike Relationship Building
Sick Leave
Paid Family Leave
Alternate Routes to Certification
Paraeducator Testing
Non‐Renewal of Administrators
Employees and Social Media
How to Communicate Legislative Changes
Equity and Recruitment
Transgender Employees and the Classroom Experience
Fiscal and HR Implications of SEBB

fuchs
Sticky Note



Best Practices: RIF and Budget Cuts
Onboarding and Paperless Hiring Practices
Final agenda coming soon!

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register and for conference details 

We look forward to seeing you there!

Region 2
Washington School Personnel Association 
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From:  monaglej@skschools.org

Sent time:  11/13/2018 08:23:16 AM

To:  stewartj@skschools.org; tallman@skschools.org; jensenv@skschools.org

Subject:  RE: Member Request: North Kitsap email address correction
 

I believe Vivian did, didn’t you Viv?
 

From: Stewart, Jackie 
Sent: Tuesday, November 13, 2018 8:21 AM
To: Tallman, Rachel <tallman@skschools.org>; Jensen, Vivian <jensenv@skschools.org>; Monagle, Jamie
<monaglej@skschools.org>
Subject: FW: Member Request: North Kitsap email address correction
 
Did anyone respond to this request.  Just checking before I delete 
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Friday, November 9, 2018 11:01 AM
To: Stewart, Jackie <stewartj@skschools.org>
Subject: Member Request: North Kitsap email address correction
 

Hello WSPA Members, 

Please see the corrected email addres for Camilla Dombkowski from North Kitsap School District. She is looking for job
descriptions for the following: 

Assistant Superintendent of Teaching and Learning
Executive Director of Teaching and Learning
Assistant Director of Human Resources
Assistant Director of Payroll

Please send your responses directly to:

cdombkowski@nkschools.org

Also, cc your responses to: cleonard@wspa.net

Thanks, 

Curtis 
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From:  jensenv@skschools.org

Sent time:  11/13/2018 10:22:20 AM

To:  monaglej@skschools.org; stewartj@skschools.org; tallman@skschools.org

Subject:  RE: Member Request: North Kitsap email address correction
 

I tried to but it didn’t go through the email… I never got back to it ☹
 
 
 
Vivian Jensen
Human Resource Specialist
South Kitsap School District
360-874-7077
Fax 360-874-7076
 

From: Monagle, Jamie 
Sent: Tuesday, November 13, 2018 8:23 AM
To: Stewart, Jackie <stewartj@skschools.org>; Tallman, Rachel <tallman@skschools.org>; Jensen, Vivian
<jensenv@skschools.org>
Subject: RE: Member Request: North Kitsap email address correction
 
I believe Vivian did, didn’t you Viv?
 

From: Stewart, Jackie 
Sent: Tuesday, November 13, 2018 8:21 AM
To: Tallman, Rachel <tallman@skschools.org>; Jensen, Vivian <jensenv@skschools.org>; Monagle, Jamie
<monaglej@skschools.org>
Subject: FW: Member Request: North Kitsap email address correction
 
Did anyone respond to this request.  Just checking before I delete  
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Friday, November 9, 2018 11:01 AM
To: Stewart, Jackie <stewartj@skschools.org>
Subject: Member Request: North Kitsap email address correction
 

Hello WSPA Members, 

Please see the corrected email addres for Camilla Dombkowski from North Kitsap School District. She is looking for job
descriptions for the following: 

Assistant Superintendent of Teaching and Learning
Executive Director of Teaching and Learning
Assistant Director of Human Resources
Assistant Director of Payroll

Please send your responses directly to:

cdombkowski@nkschools.org

Also, cc your responses to: cleonard@wspa.net

Thanks, 

Curtis 

This email was sent to stewartj@skschools.org by admin@wspa.net
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From:  jensenv@skschools.org

Sent time:  11/13/2018 11:42:23 AM

To:  tallman@skschools.org; stewartj@skschools.org; holsten@skschools.org; monaglej@skschools.org

Cc:  finnie@skschools.org

Subject:  RE: Registration now open: WSPA Annual Conference
 

And the sooner we sign up, the better hotel rates, etc we can get  It’s especially nice to be close to the conference.
 
 
 
Vivian Jensen
Human Resource Specialist
South Kitsap School District
360-874-7077
Fax 360-874-7076
 

From: Tallman, Rachel 
Sent: Tuesday, November 13, 2018 11:41 AM
To: Jensen, Vivian <jensenv@skschools.org>; Stewart, Jackie <stewartj@skschools.org>; Holsten, Jerry
<holsten@skschools.org>; Monagle, Jamie <monaglej@skschools.org>
Cc: Finnie, Lynn <finnie@skschools.org>
Subject: RE: Registration now open: WSPA Annual Conference
 
I third this! I think the conference would be so much more beneficial now that I’ve had some time in the position 
 

From: Jensen, Vivian 
Sent: Tuesday, November 13, 2018 9:11 AM
To: Stewart, Jackie <stewartj@skschools.org>; Holsten, Jerry <holsten@skschools.org>; Monagle, Jamie
<monaglej@skschools.org>
Cc: Tallman, Rachel <tallman@skschools.org>; Finnie, Lynn <finnie@skschools.org>
Subject: RE: Registration now open: WSPA Annual Conference
 
This was an amazing conference last year and this years’ topics look awesome!
The best part of this conference is everything relates to our jobs.
I second Jackie’s request. Please send us!
 
 
 
Vivian Jensen
Human Resource Specialist
South Kitsap School District
360-874-7077
Fax 360-874-7076
 

From: Stewart, Jackie 
Sent: Tuesday, November 13, 2018 7:56 AM
To: Holsten, Jerry <holsten@skschools.org>; Monagle, Jamie <monaglej@skschools.org>
Cc: Jensen, Vivian <jensenv@skschools.org>; Tallman, Rachel <tallman@skschools.org>; Finnie, Lynn <finnie@skschools.org>
Subject: FW: Registration now open: WSPA Annual Conference
 
Good morning,
 
I wanted to check for all of us (Vivian, Rachel, and I) if we are able to attend the WSPA conference this year.  It was an excellent
conference last  year specific to HR.  In my opinion I would prefer to attend WSPA vs. WASWUG this year.  WASWUG was not as
HR informative.  Thanks so much for your consideration 
 
Jackie Stewart
Human Resources Specialist
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South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone: (360) 874‐7082
Fax: (360) 874‐7076
Email: stewartj@skschools.org
 
 
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Monday, November 12, 2018 1:32 PM
To: Stewart, Jackie <stewartj@skschools.org>
Subject: Registration now open: WSPA Annual Conference
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We encourage you to attend this valuable and meaningful conference. 
Each day provides relevant and useful sessions, the chance to meet with State partners and vendors, 
and most importantly ‐‐ the opportunity to make connections and build relationships with your colleagues. 

Pre‐conference: Sunday, February 24,2019
Conference: February 25‐27, 2019
Three Rivers Convention Center ‐ Kennewick 

Please join us for the pre‐conference session: "Grow Your Own" Teacher Academy

"Grow Your Own" Teacher Academy 
Presenters: Franklin Pierce School District
Sunday, February 24, 2018
1:30‐4:30 pm
$75.00

Conference sessions to include: 

Post‐Strike Relationship Building
Sick Leave
Paid Family Leave
Alternate Routes to Certification
Paraeducator Testing
Non‐Renewal of Administrators
Employees and Social Media
How to Communicate Legislative Changes
Equity and Recruitment
Transgender Employees and the Classroom Experience
Fiscal and HR Implications of SEBB
Best Practices: RIF and Budget Cuts
Onboarding and Paperless Hiring Practices
Final agenda coming soon!

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register and for conference details 

We look forward to seeing you there!
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From:  tallman@skschools.org

Sent time:  11/13/2018 11:40:45 AM

To:  jensenv@skschools.org; stewartj@skschools.org; holsten@skschools.org; monaglej@skschools.org

Cc:  finnie@skschools.org

Subject:  RE: Registration now open: WSPA Annual Conference
 

I third this! I think the conference would be so much more beneficial now that I’ve had some time in the position 
 

From: Jensen, Vivian 
Sent: Tuesday, November 13, 2018 9:11 AM
To: Stewart, Jackie <stewartj@skschools.org>; Holsten, Jerry <holsten@skschools.org>; Monagle, Jamie
<monaglej@skschools.org>
Cc: Tallman, Rachel <tallman@skschools.org>; Finnie, Lynn <finnie@skschools.org>
Subject: RE: Registration now open: WSPA Annual Conference
 
This was an amazing conference last year and this years’ topics look awesome!
The best part of this conference is everything relates to our jobs.
I second Jackie’s request. Please send us!
 
 
 
Vivian Jensen
Human Resource Specialist
South Kitsap School District
360-874-7077
Fax 360-874-7076
 

From: Stewart, Jackie 
Sent: Tuesday, November 13, 2018 7:56 AM
To: Holsten, Jerry <holsten@skschools.org>; Monagle, Jamie <monaglej@skschools.org>
Cc: Jensen, Vivian <jensenv@skschools.org>; Tallman, Rachel <tallman@skschools.org>; Finnie, Lynn <finnie@skschools.org>
Subject: FW: Registration now open: WSPA Annual Conference
 
Good morning,
 
I wanted to check for all of us (Vivian, Rachel, and I) if we are able to attend the WSPA conference this year.  It was an excellent
conference last  year specific to HR.  In my opinion I would prefer to attend WSPA vs. WASWUG this year.  WASWUG was not as
HR informative.  Thanks so much for your consideration 
 
Jackie Stewart
Human Resources Specialist
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone: (360) 874‐7082
Fax: (360) 874‐7076
Email: stewartj@skschools.org
 
 
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Monday, November 12, 2018 1:32 PM
To: Stewart, Jackie <stewartj@skschools.org>
Subject: Registration now open: WSPA Annual Conference
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!
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We encourage you to attend this valuable and meaningful conference. 
Each day provides relevant and useful sessions, the chance to meet with State partners and vendors, 
and most importantly ‐‐ the opportunity to make connections and build relationships with your colleagues. 

Pre‐conference: Sunday, February 24,2019
Conference: February 25‐27, 2019
Three Rivers Convention Center ‐ Kennewick 

Please join us for the pre‐conference session: "Grow Your Own" Teacher Academy

"Grow Your Own" Teacher Academy 
Presenters: Franklin Pierce School District
Sunday, February 24, 2018
1:30‐4:30 pm
$75.00

Conference sessions to include: 

Post‐Strike Relationship Building
Sick Leave
Paid Family Leave
Alternate Routes to Certification
Paraeducator Testing
Non‐Renewal of Administrators
Employees and Social Media
How to Communicate Legislative Changes
Equity and Recruitment
Transgender Employees and the Classroom Experience
Fiscal and HR Implications of SEBB
Best Practices: RIF and Budget Cuts
Onboarding and Paperless Hiring Practices
Final agenda coming soon!

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register and for conference details 

We look forward to seeing you there!
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From:  jensenv@skschools.org

Sent time:  11/13/2018 09:11:29 AM

To:  stewartj@skschools.org; holsten@skschools.org; monaglej@skschools.org

Cc:  tallman@skschools.org; finnie@skschools.org

Subject:  RE: Registration now open: WSPA Annual Conference
 

This was an amazing conference last year and this years’ topics look awesome!
The best part of this conference is everything relates to our jobs.
I second Jackie’s request. Please send us!
 
 
 
Vivian Jensen
Human Resource Specialist
South Kitsap School District
360-874-7077
Fax 360-874-7076
 

From: Stewart, Jackie 
Sent: Tuesday, November 13, 2018 7:56 AM
To: Holsten, Jerry <holsten@skschools.org>; Monagle, Jamie <monaglej@skschools.org>
Cc: Jensen, Vivian <jensenv@skschools.org>; Tallman, Rachel <tallman@skschools.org>; Finnie, Lynn <finnie@skschools.org>
Subject: FW: Registration now open: WSPA Annual Conference
 
Good morning,
 
I wanted to check for all of us (Vivian, Rachel, and I) if we are able to attend the WSPA conference this year.  It was an excellent
conference last  year specific to HR.  In my opinion I would prefer to attend WSPA vs. WASWUG this year.  WASWUG was not as
HR informative.  Thanks so much for your consideration 
 
Jackie Stewart
Human Resources Specialist
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone: (360) 874‐7082
Fax: (360) 874‐7076
Email: stewartj@skschools.org
 
 
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Monday, November 12, 2018 1:32 PM
To: Stewart, Jackie <stewartj@skschools.org>
Subject: Registration now open: WSPA Annual Conference
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We encourage you to attend this valuable and meaningful conference. 
Each day provides relevant and useful sessions, the chance to meet with State partners and vendors, 
and most importantly ‐‐ the opportunity to make connections and build relationships with your colleagues. 

Pre‐conference: Sunday, February 24,2019
Conference: February 25‐27, 2019
Three Rivers Convention Center ‐ Kennewick 

Please join us for the pre‐conference session: "Grow Your Own" Teacher Academy
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"Grow Your Own" Teacher Academy 
Presenters: Franklin Pierce School District
Sunday, February 24, 2018
1:30‐4:30 pm
$75.00

Conference sessions to include: 

Post‐Strike Relationship Building
Sick Leave
Paid Family Leave
Alternate Routes to Certification
Paraeducator Testing
Non‐Renewal of Administrators
Employees and Social Media
How to Communicate Legislative Changes
Equity and Recruitment
Transgender Employees and the Classroom Experience
Fiscal and HR Implications of SEBB
Best Practices: RIF and Budget Cuts
Onboarding and Paperless Hiring Practices
Final agenda coming soon!

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register and for conference details 

We look forward to seeing you there!
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From:  finnie@skschools.org

Sent time:  11/15/2018 12:13:54 PM

To:  cleonard@wspa.net

Cc:  farmer@skschools.org

Subject:  member request from South Kitsap School District
 

Jennifer Farmer from South Kitsap School District is asking about job descriptions for a Capital Projects Manager and the
associated support person.  Please send responses to
farmer@skschools.org.
 
 
 
C. Lynn Finnie

Executive Assistant – Human Resources

South Kitsap School District

2689 Hoover Ave. S.E.

Port Orchard, Washington 98366

finnie@skschools.org

PH: 360-874-7072

FAX: 360-874-7076

 

mailto:farmer@skschools.org
mailto:finnie@skschools.org


From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/15/2018 11:30:36 AM

To:  holsten@skschools.org

Subject:  WSPA Annual Conference: Paint n' Sip Night Registration Option
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We are offering an optional Paint n' Sip night activity for our guests. We understand that many of our members will need to pay for
this optional activity with personal funds rather than as part of their district-paid confernece registration. To accommodate this
need, we have developed a separate registration link for this event. You may also choose to include this option with your
conference registration.

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register ONLY for the optional Paint n' Sip Night activity

Please click here for full conference information and registration

We look forward to seeing you there!

Region 2
Washington School Personnel Association 

This email was sent to holsten@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/15/2018 11:32:41 AM

To:  jensenv@skschools.org

Subject:  WSPA Annual Conference: Paint n' Sip Night Registration Option
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We are offering an optional Paint n' Sip night activity for our guests. We understand that many of our members will need to pay for
this optional activity with personal funds rather than as part of their district-paid confernece registration. To accommodate this
need, we have developed a separate registration link for this event. You may also choose to include this option with your
conference registration.

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register ONLY for the optional Paint n' Sip Night activity

Please click here for full conference information and registration

We look forward to seeing you there!
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Washington School Personnel Association 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/15/2018 11:31:26 AM

To:  finnie@skschools.org

Subject:  WSPA Annual Conference: Paint n' Sip Night Registration Option
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We are offering an optional Paint n' Sip night activity for our guests. We understand that many of our members will need to pay for
this optional activity with personal funds rather than as part of their district-paid confernece registration. To accommodate this
need, we have developed a separate registration link for this event. You may also choose to include this option with your
conference registration.

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register ONLY for the optional Paint n' Sip Night activity

Please click here for full conference information and registration

We look forward to seeing you there!

Region 2
Washington School Personnel Association 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/15/2018 11:30:21 AM

To:  stewartj@skschools.org

Subject:  WSPA Annual Conference: Paint n' Sip Night Registration Option
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We are offering an optional Paint n' Sip night activity for our guests. We understand that many of our members will need to pay for
this optional activity with personal funds rather than as part of their district-paid confernece registration. To accommodate this
need, we have developed a separate registration link for this event. You may also choose to include this option with your
conference registration.

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register ONLY for the optional Paint n' Sip Night activity

Please click here for full conference information and registration

We look forward to seeing you there!
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/15/2018 11:30:22 AM

To:  monaglej@skschools.org

Subject:  WSPA Annual Conference: Paint n' Sip Night Registration Option
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We are offering an optional Paint n' Sip night activity for our guests. We understand that many of our members will need to pay for
this optional activity with personal funds rather than as part of their district-paid confernece registration. To accommodate this
need, we have developed a separate registration link for this event. You may also choose to include this option with your
conference registration.

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register ONLY for the optional Paint n' Sip Night activity

Please click here for full conference information and registration

We look forward to seeing you there!

Region 2
Washington School Personnel Association 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/15/2018 11:31:51 AM

To:  tallman@skschools.org

Subject:  WSPA Annual Conference: Paint n' Sip Night Registration Option
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We are offering an optional Paint n' Sip night activity for our guests. We understand that many of our members will need to pay for
this optional activity with personal funds rather than as part of their district-paid confernece registration. To accommodate this
need, we have developed a separate registration link for this event. You may also choose to include this option with your
conference registration.

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register ONLY for the optional Paint n' Sip Night activity

Please click here for full conference information and registration

We look forward to seeing you there!
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  11/19/2018 11:12:01 AM

To:  tallman@skschools.org

Subject:  MEMBER REQUEST
 

Hello WSPA members! Due to our schedule with the holiday, we are sendign out Member requests today. Thanks for the help!

 

Mandie McAfee from Franklin Pierce is asking the following: 

Franklin Pierce is trying to come up with a better process for our contracted employees (through an agency).  I
would greatly appreciate giving answers to the 5 questions below to help us determine what other districts are doing.

Examples would include:

ꞏ         Contracted certificated - teachers, OT, PT, SLP, YMCA workers, etc.

ꞏ         Contracted classified - behavior tech, LPN, etc.

ꞏ         Personal Service Contracts with individuals

 

1.      Do they receive a new employee orientation?

 

2.      For contracted people - does the district fingerprint or accept that the "contracting agency" completed this? 
(example contracted OT/PT)

 

3.      Do they require Personal Service contractors to fingerprint? 
(example DJ for school dance)

 

4.      Whose authority can give them access to:

ꞏ         Email

ꞏ         Assigned technology

o   Acceptable use form needed?

ꞏ         District systems (Skyward, IEP online, etc.)

           

5.      What type of communication tools are used to establish them as an "employee" (meaning keys, name badge,
etc); grant access (if any); and communicate when they are no longer providing services (any access should be shut
down? any materials items returned?)?

 

Please send your response to these questions directly to: mmcafee@fpschools.org

Also, cc your response to: cleonard@wspa.net



 

Thanks,  
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  11/19/2018 11:10:23 AM

To:  stewartj@skschools.org

Subject:  MEMBER REQUEST
 

Hello WSPA members! Due to our schedule with the holiday, we are sendign out Member requests today. Thanks for the help!

 

Mandie McAfee from Franklin Pierce is asking the following: 

Franklin Pierce is trying to come up with a better process for our contracted employees (through an agency).  I
would greatly appreciate giving answers to the 5 questions below to help us determine what other districts are doing.

Examples would include:

ꞏ         Contracted certificated - teachers, OT, PT, SLP, YMCA workers, etc.

ꞏ         Contracted classified - behavior tech, LPN, etc.

ꞏ         Personal Service Contracts with individuals

 

1.      Do they receive a new employee orientation?

 

2.      For contracted people - does the district fingerprint or accept that the "contracting agency" completed this? 
(example contracted OT/PT)

 

3.      Do they require Personal Service contractors to fingerprint? 
(example DJ for school dance)

 

4.      Whose authority can give them access to:

ꞏ         Email

ꞏ         Assigned technology

o   Acceptable use form needed?

ꞏ         District systems (Skyward, IEP online, etc.)

           

5.      What type of communication tools are used to establish them as an "employee" (meaning keys, name badge,
etc); grant access (if any); and communicate when they are no longer providing services (any access should be shut
down? any materials items returned?)?

 

Please send your response to these questions directly to: mmcafee@fpschools.org

Also, cc your response to: cleonard@wspa.net



 

Thanks,  
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  11/19/2018 11:10:36 AM

To:  holsten@skschools.org

Subject:  MEMBER REQUEST
 

Hello WSPA members! Due to our schedule with the holiday, we are sendign out Member requests today. Thanks for the help!

 

Mandie McAfee from Franklin Pierce is asking the following: 

Franklin Pierce is trying to come up with a better process for our contracted employees (through an agency).  I
would greatly appreciate giving answers to the 5 questions below to help us determine what other districts are doing.

Examples would include:

ꞏ         Contracted certificated - teachers, OT, PT, SLP, YMCA workers, etc.

ꞏ         Contracted classified - behavior tech, LPN, etc.

ꞏ         Personal Service Contracts with individuals

 

1.      Do they receive a new employee orientation?

 

2.      For contracted people - does the district fingerprint or accept that the "contracting agency" completed this? 
(example contracted OT/PT)

 

3.      Do they require Personal Service contractors to fingerprint? 
(example DJ for school dance)

 

4.      Whose authority can give them access to:

ꞏ         Email

ꞏ         Assigned technology

o   Acceptable use form needed?

ꞏ         District systems (Skyward, IEP online, etc.)

           

5.      What type of communication tools are used to establish them as an "employee" (meaning keys, name badge,
etc); grant access (if any); and communicate when they are no longer providing services (any access should be shut
down? any materials items returned?)?

 

Please send your response to these questions directly to: mmcafee@fpschools.org

Also, cc your response to: cleonard@wspa.net



 

Thanks,  
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  11/19/2018 11:11:31 AM

To:  finnie@skschools.org

Subject:  MEMBER REQUEST
 

Hello WSPA members! Due to our schedule with the holiday, we are sendign out Member requests today. Thanks for the help!

 

Mandie McAfee from Franklin Pierce is asking the following: 

Franklin Pierce is trying to come up with a better process for our contracted employees (through an agency).  I
would greatly appreciate giving answers to the 5 questions below to help us determine what other districts are doing.

Examples would include:

ꞏ         Contracted certificated - teachers, OT, PT, SLP, YMCA workers, etc.

ꞏ         Contracted classified - behavior tech, LPN, etc.

ꞏ         Personal Service Contracts with individuals

 

1.      Do they receive a new employee orientation?

 

2.      For contracted people - does the district fingerprint or accept that the "contracting agency" completed this? 
(example contracted OT/PT)

 

3.      Do they require Personal Service contractors to fingerprint? 
(example DJ for school dance)

 

4.      Whose authority can give them access to:

ꞏ         Email

ꞏ         Assigned technology

o   Acceptable use form needed?

ꞏ         District systems (Skyward, IEP online, etc.)

           

5.      What type of communication tools are used to establish them as an "employee" (meaning keys, name badge,
etc); grant access (if any); and communicate when they are no longer providing services (any access should be shut
down? any materials items returned?)?

 

Please send your response to these questions directly to: mmcafee@fpschools.org

Also, cc your response to: cleonard@wspa.net



 

Thanks,  
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  11/19/2018 11:13:00 AM

To:  jensenv@skschools.org

Subject:  MEMBER REQUEST
 

Hello WSPA members! Due to our schedule with the holiday, we are sendign out Member requests today. Thanks for the help!

 

Mandie McAfee from Franklin Pierce is asking the following: 

Franklin Pierce is trying to come up with a better process for our contracted employees (through an agency).  I
would greatly appreciate giving answers to the 5 questions below to help us determine what other districts are doing.

Examples would include:

ꞏ         Contracted certificated - teachers, OT, PT, SLP, YMCA workers, etc.

ꞏ         Contracted classified - behavior tech, LPN, etc.

ꞏ         Personal Service Contracts with individuals

 

1.      Do they receive a new employee orientation?

 

2.      For contracted people - does the district fingerprint or accept that the "contracting agency" completed this? 
(example contracted OT/PT)

 

3.      Do they require Personal Service contractors to fingerprint? 
(example DJ for school dance)

 

4.      Whose authority can give them access to:

ꞏ         Email

ꞏ         Assigned technology

o   Acceptable use form needed?

ꞏ         District systems (Skyward, IEP online, etc.)

           

5.      What type of communication tools are used to establish them as an "employee" (meaning keys, name badge,
etc); grant access (if any); and communicate when they are no longer providing services (any access should be shut
down? any materials items returned?)?

 

Please send your response to these questions directly to: mmcafee@fpschools.org

Also, cc your response to: cleonard@wspa.net



 

Thanks,  
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  11/19/2018 11:10:23 AM

To:  monaglej@skschools.org

Subject:  MEMBER REQUEST
 

Hello WSPA members! Due to our schedule with the holiday, we are sendign out Member requests today. Thanks for the help!

 

Mandie McAfee from Franklin Pierce is asking the following: 

Franklin Pierce is trying to come up with a better process for our contracted employees (through an agency).  I
would greatly appreciate giving answers to the 5 questions below to help us determine what other districts are doing.

Examples would include:

ꞏ         Contracted certificated - teachers, OT, PT, SLP, YMCA workers, etc.

ꞏ         Contracted classified - behavior tech, LPN, etc.

ꞏ         Personal Service Contracts with individuals

 

1.      Do they receive a new employee orientation?

 

2.      For contracted people - does the district fingerprint or accept that the "contracting agency" completed this? 
(example contracted OT/PT)

 

3.      Do they require Personal Service contractors to fingerprint? 
(example DJ for school dance)

 

4.      Whose authority can give them access to:

ꞏ         Email

ꞏ         Assigned technology

o   Acceptable use form needed?

ꞏ         District systems (Skyward, IEP online, etc.)

           

5.      What type of communication tools are used to establish them as an "employee" (meaning keys, name badge,
etc); grant access (if any); and communicate when they are no longer providing services (any access should be shut
down? any materials items returned?)?

 

Please send your response to these questions directly to: mmcafee@fpschools.org

Also, cc your response to: cleonard@wspa.net



 

Thanks,  
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From:  jensenv@skschools.org

Sent time:  11/19/2018 04:32:03 PM

To:  cleonard@wspa.net

Cc:  rosie.burns@mercerislandschools.org

Subject:  RE: MEMBER REQUEST
 

Hi Rosie,
Please see my responses in RED below 
 
We currently have one level of paraprofessional and are curious to hear from districts that have different levels of para based
on duties (i.e. student supervisor, special ed para, etc.)  
 
We currently have Special Ed paras, Gen Ed Paras, Kindergarten Gen Ed paras, ELL para’s, Indian Liaison Para.  
What benefits have you experienced? (recruiting, retention, etc.)
Various salary scales depending on level of responsibility and work environment.  
What challenges does this impose? (flexibilty in para use and/or payroll/record keeping, etc.)
None that we have observed.
 
 
 
Vivian Jensen
Human Resource Specialist
South Kitsap School District
360-874-7077
Fax 360-874-7076
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Monday, November 19, 2018 11:15 AM
To: Jensen, Vivian <jensenv@skschools.org>
Subject: MEMBER REQUEST
 

Rosie Burns from Mercer Island School District is asking the following: 

We currently have one level of paraprofessional and are curious to hear from districts that have different levels of para based
on duties (i.e. student supervisor, special ed para, etc.)  
What benefits have you experienced? (recruiting, retention, etc.)
What challenges does this impose? (flexibilty in para use and/or payroll/record keeping, etc.)

 

Please send your response directly to: rosie.burns@mercerislandschools.org

Also, cc your response to: cleonard@wspa.net

 

Thanks,  
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/19/2018 07:04:40 AM

To:  jensenv@skschools.org

Subject:  Registration now open: WSPA Annual Conference
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We encourage you to attend this valuable and meaningful conference. 
Each day provides relevant and useful sessions, the chance to meet with State partners and vendors, 
and most importantly -- the opportunity to make connections and build relationships with your colleagues. 

Pre-conference: Sunday, February 24,2019
Conference: February 25-27, 2019
Three Rivers Convention Center - Kennewick 

Please join us for the pre-conference session: "Grow Your Own" Teacher Academy

"Grow Your Own" Teacher Academy 
Presenters: Franklin Pierce School District
Sunday, February 24, 2018
1:30-4:30 pm
$75.00

Conference sessions to include: 

Post-Strike Relationship Building
Sick Leave
Paid Family Leave
Alternate Routes to Certification
Paraeducator Testing
Non-Renewal of Administrators
Employees and Social Media
How to Communicate Legislative Changes
Equity and Recruitment
Transgender Employees and the Classroom Experience
Fiscal and HR Implications of SEBB
Best Practices: RIF and Budget Cuts
Onboarding and Paperless Hiring Practices
Final agenda coming soon!

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register and for conference details 

We look forward to seeing you there!

Region 2
Washington School Personnel Association 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/19/2018 07:03:23 AM

To:  finnie@skschools.org

Subject:  Registration now open: WSPA Annual Conference
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We encourage you to attend this valuable and meaningful conference. 
Each day provides relevant and useful sessions, the chance to meet with State partners and vendors, 
and most importantly -- the opportunity to make connections and build relationships with your colleagues. 

Pre-conference: Sunday, February 24,2019
Conference: February 25-27, 2019
Three Rivers Convention Center - Kennewick 

Please join us for the pre-conference session: "Grow Your Own" Teacher Academy

"Grow Your Own" Teacher Academy 
Presenters: Franklin Pierce School District
Sunday, February 24, 2018
1:30-4:30 pm
$75.00

Conference sessions to include: 

Post-Strike Relationship Building
Sick Leave
Paid Family Leave
Alternate Routes to Certification
Paraeducator Testing
Non-Renewal of Administrators
Employees and Social Media
How to Communicate Legislative Changes
Equity and Recruitment
Transgender Employees and the Classroom Experience
Fiscal and HR Implications of SEBB
Best Practices: RIF and Budget Cuts
Onboarding and Paperless Hiring Practices
Final agenda coming soon!

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register and for conference details 

We look forward to seeing you there!

Region 2
Washington School Personnel Association 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/19/2018 07:02:32 AM

To:  holsten@skschools.org

Subject:  Registration now open: WSPA Annual Conference
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We encourage you to attend this valuable and meaningful conference. 
Each day provides relevant and useful sessions, the chance to meet with State partners and vendors, 
and most importantly -- the opportunity to make connections and build relationships with your colleagues. 

Pre-conference: Sunday, February 24,2019
Conference: February 25-27, 2019
Three Rivers Convention Center - Kennewick 

Please join us for the pre-conference session: "Grow Your Own" Teacher Academy

"Grow Your Own" Teacher Academy 
Presenters: Franklin Pierce School District
Sunday, February 24, 2018
1:30-4:30 pm
$75.00

Conference sessions to include: 

Post-Strike Relationship Building
Sick Leave
Paid Family Leave
Alternate Routes to Certification
Paraeducator Testing
Non-Renewal of Administrators
Employees and Social Media
How to Communicate Legislative Changes
Equity and Recruitment
Transgender Employees and the Classroom Experience
Fiscal and HR Implications of SEBB
Best Practices: RIF and Budget Cuts
Onboarding and Paperless Hiring Practices
Final agenda coming soon!

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register and for conference details 

We look forward to seeing you there!

Region 2
Washington School Personnel Association 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/19/2018 07:02:20 AM

To:  monaglej@skschools.org

Subject:  Registration now open: WSPA Annual Conference
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We encourage you to attend this valuable and meaningful conference. 
Each day provides relevant and useful sessions, the chance to meet with State partners and vendors, 
and most importantly -- the opportunity to make connections and build relationships with your colleagues. 

Pre-conference: Sunday, February 24,2019
Conference: February 25-27, 2019
Three Rivers Convention Center - Kennewick 

Please join us for the pre-conference session: "Grow Your Own" Teacher Academy

"Grow Your Own" Teacher Academy 
Presenters: Franklin Pierce School District
Sunday, February 24, 2018
1:30-4:30 pm
$75.00

Conference sessions to include: 

Post-Strike Relationship Building
Sick Leave
Paid Family Leave
Alternate Routes to Certification
Paraeducator Testing
Non-Renewal of Administrators
Employees and Social Media
How to Communicate Legislative Changes
Equity and Recruitment
Transgender Employees and the Classroom Experience
Fiscal and HR Implications of SEBB
Best Practices: RIF and Budget Cuts
Onboarding and Paperless Hiring Practices
Final agenda coming soon!

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register and for conference details 

We look forward to seeing you there!

Region 2
Washington School Personnel Association 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/19/2018 07:03:48 AM

To:  tallman@skschools.org

Subject:  Registration now open: WSPA Annual Conference
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We encourage you to attend this valuable and meaningful conference. 
Each day provides relevant and useful sessions, the chance to meet with State partners and vendors, 
and most importantly -- the opportunity to make connections and build relationships with your colleagues. 

Pre-conference: Sunday, February 24,2019
Conference: February 25-27, 2019
Three Rivers Convention Center - Kennewick 

Please join us for the pre-conference session: "Grow Your Own" Teacher Academy

"Grow Your Own" Teacher Academy 
Presenters: Franklin Pierce School District
Sunday, February 24, 2018
1:30-4:30 pm
$75.00

Conference sessions to include: 

Post-Strike Relationship Building
Sick Leave
Paid Family Leave
Alternate Routes to Certification
Paraeducator Testing
Non-Renewal of Administrators
Employees and Social Media
How to Communicate Legislative Changes
Equity and Recruitment
Transgender Employees and the Classroom Experience
Fiscal and HR Implications of SEBB
Best Practices: RIF and Budget Cuts
Onboarding and Paperless Hiring Practices
Final agenda coming soon!

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register and for conference details 

We look forward to seeing you there!

Region 2
Washington School Personnel Association 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/19/2018 07:02:19 AM

To:  stewartj@skschools.org

Subject:  Registration now open: WSPA Annual Conference
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We encourage you to attend this valuable and meaningful conference. 
Each day provides relevant and useful sessions, the chance to meet with State partners and vendors, 
and most importantly -- the opportunity to make connections and build relationships with your colleagues. 

Pre-conference: Sunday, February 24,2019
Conference: February 25-27, 2019
Three Rivers Convention Center - Kennewick 

Please join us for the pre-conference session: "Grow Your Own" Teacher Academy

"Grow Your Own" Teacher Academy 
Presenters: Franklin Pierce School District
Sunday, February 24, 2018
1:30-4:30 pm
$75.00

Conference sessions to include: 

Post-Strike Relationship Building
Sick Leave
Paid Family Leave
Alternate Routes to Certification
Paraeducator Testing
Non-Renewal of Administrators
Employees and Social Media
How to Communicate Legislative Changes
Equity and Recruitment
Transgender Employees and the Classroom Experience
Fiscal and HR Implications of SEBB
Best Practices: RIF and Budget Cuts
Onboarding and Paperless Hiring Practices
Final agenda coming soon!

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register and for conference details 

We look forward to seeing you there!

Region 2
Washington School Personnel Association 
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From:  Washington School Personnel Association <waspa@memberclicks-mail.net>

Sent time:  11/20/2018 10:47:07 AM

To:  monaglej@skschools.org

Subject:  2019 Annual Conference REGISTER OTHERS Form Submitted
 

Greetings,

Thank you for registering other district personnel to attend the Annual Conference.

 

WSPA will be using the information you provided to complete those registrations for the individuals listed on the form.  When their
registration is complete they will be receiving a copy of the invoice and/or a copy of the receipt (if payment is requested to be
made by credit card).  Please alert them to look for those emails shortly.

 

 

Thank you for your registration,

 

Washington School Personnel Association
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From:  Washington School Personnel Association <waspa@memberclicks-mail.net>

Sent time:  11/20/2018 12:09:50 PM

To:  stewartj@skschools.org

Subject:  2019 WSPA Annual Conference Registration Form Form Submitted
 

Jackie,

Thank you for registering to attend the WSPA Annual Conference.
This is your receipt for your registration.

 

Your information provided is as follows:

District: South Kitsap School District

Registrant Name: Jackie Stewart

Receipt Date:11/20/2018 15:09:50

Receipt ID: 13442127

Total Payment Amount: $300.00

 

If you chose the "Invoice Me" option you will receive your invoice through separate email.  Once received please submit to your
accounting department for payment.

Your Conference Materials will be available electronically. You will receive email notice closer to the start date of the conference
with instructions on how to access those materials.

Thank you for your registration,

Washington School Personnel Association

Privacy Policy

https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_kmqSwegD0GEk3FSxKpQbnBJcTZMtK7sfNoiNVgtVhQ7JpB-2FAbAuLG6EMQ04BoILNaejdJEZPBQZodozuvz1nfXUa-2BsaIXCcZgUjIiwCILMD4BaBkNwEZYWA-2BMQC4ETnSeKCUPiOCr9p5RmhySad6v7dVu0M98Z0nUUAlLyt5asrxtkUGVJZO3Cj1Us9QtOi87WWYjHWa3dStYCkH2YzaXhBGUmvk8Qb7fMPyGMsGkor6F89LI-2BBx6QD-2FeaJbaqzMiXMMDpN-2FFixaYkSTGWJnIIdnYabN3mB78s98xn-2F1YxtD9ZKPWsnsZDrUrk9nxWr5m4Z-2BAUCT7ujtXcDpGb4G8w-3D-3D


From:  Washington School Personnel Association <waspa@memberclicks-mail.net>

Sent time:  11/20/2018 10:43:03 AM

To:  monaglej@skschools.org

Subject:  2019 WSPA Annual Conference Registration Form Form Submitted
 

Jamie,

Thank you for registering to attend the WSPA Annual Conference.
This is your receipt for your registration.

 

Your information provided is as follows:

District: South Kitsap School District

Registrant Name: Jamie Monagle

Receipt Date:11/20/2018 13:43:02

Receipt ID: 13441831

Total Payment Amount: $300.00

 

If you chose the "Invoice Me" option you will receive your invoice through separate email.  Once received please submit to your
accounting department for payment.

Your Conference Materials will be available electronically. You will receive email notice closer to the start date of the conference
with instructions on how to access those materials.

Thank you for your registration,

Washington School Personnel Association
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From:  monaglej@skschools.org

Sent time:  11/20/2018 11:26:21 AM

To:  stewartj@skschools.org

Subject:  WSPA Conference

Attachments:  attachment.ics    
 

 



attachment.txt[8/11/2020 10:37:15 AM]

BEGIN:VCALENDAR
METHOD:REQUEST
PRODID:Microsoft Exchange Server 2010
VERSION:2.0
BEGIN:VTIMEZONE
TZID:Pacific Standard Time
BEGIN:STANDARD
DTSTART:16010101T020000
TZOFFSETFROM:-0700
TZOFFSETTO:-0800
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=1SU;BYMONTH=11
END:STANDARD
BEGIN:DAYLIGHT
DTSTART:16010101T020000
TZOFFSETFROM:-0800
TZOFFSETTO:-0700
RRULE:FREQ=YEARLY;INTERVAL=1;BYDAY=2SU;BYMONTH=3
END:DAYLIGHT
END:VTIMEZONE
BEGIN:VEVENT
ORGANIZER:MAILTO:monaglej@skschools.org
ATTENDEE;ROLE=REQ-PARTICIPANT;PARTSTAT=NEEDS-ACTION;RSVP=TRUE:MAILTO:stewar
 tj@skschools.org
DESCRIPTION;LANGUAGE=en-US:\n
SUMMARY;LANGUAGE=en-US:WSPA Conference
DTSTART;TZID=Pacific Standard Time:20190224T000000
DTEND;TZID=Pacific Standard Time:20190228T000000
UID:040000008200E00074C5B7101A82E0080000000010CE66DCC380D401000000000000000
 010000000CEDD10005AB49F40BEEBEBBC7A1809EB
CLASS:PUBLIC
PRIORITY:5
DTSTAMP:20181120T192620Z
TRANSP:OPAQUE
STATUS:CONFIRMED
SEQUENCE:0
LOCATION;LANGUAGE=en-US:Kennewick\, WA
X-MICROSOFT-CDO-APPT-SEQUENCE:0
X-MICROSOFT-CDO-OWNERAPPTID:-1714112542
X-MICROSOFT-CDO-BUSYSTATUS:TENTATIVE
X-MICROSOFT-CDO-INTENDEDSTATUS:FREE
X-MICROSOFT-CDO-ALLDAYEVENT:TRUE
X-MICROSOFT-CDO-IMPORTANCE:1
X-MICROSOFT-CDO-INSTTYPE:0
X-MICROSOFT-DISALLOW-COUNTER:FALSE
BEGIN:VALARM
ACTION:DISPLAY
DESCRIPTION:REMINDER
TRIGGER;RELATED=START:-PT18H
END:VALARM
END:VEVENT
END:VCALENDAR



From:  holsten@skschools.org

Sent time:  11/26/2018 08:13:08 AM

To:  paton@skschools.org

Subject:  FW: Registration now open: Washington Educator Career Fairs 2019
 

 
 
 
 
Jerry Holsten

Executive Director
Human Resources
holsten@skschools.org
Office: 360‐874‐7006
Fax: 360‐874‐7076
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Monday, November 26, 2018 6:03 AM
To: Holsten, Jerry <holsten@skschools.org>
Subject: Registration now open: Washington Educator Career Fairs 2019
 

Hello,

Registration is now open for the  Washington Educator Career Fairs: 

March 13, 2019
Spokane Convention Center

March 27, 2019
Tacoma Dome Arena

NEW FOR 2019: 
BOOTH LIMITS: Districts, Schools, Universities, State Agencies will be limited to FOUR booths and FOUR interview
booths

WSPA is committed to providing equitable and affordable resources for our all orf our member districts. We appreiate your
understanding of this new policy and regret any inconvenience this may cause. 

Please click here for registrtaion and full event information. 

Thank you,

Washington School Personnel Association
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/26/2018 06:02:56 AM

To:  holsten@skschools.org

Subject:  Registration now open: Washington Educator Career Fairs 2019
 

Hello,

Registration is now open for the  Washington Educator Career Fairs: 

March 13, 2019
Spokane Convention Center

March 27, 2019
Tacoma Dome Arena

NEW FOR 2019: 
BOOTH LIMITS: Districts, Schools, Universities, State Agencies will be limited to FOUR booths and FOUR
interview booths

WSPA is committed to providing equitable and affordable resources for our all orf our member districts. We appreiate your
understanding of this new policy and regret any inconvenience this may cause. 

Please click here for registrtaion and full event information. 

Thank you,

Washington School Personnel Association
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https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_nzn24k8Og3qOpeAqciW9IJ12X9Y1msiPjPzSF4hjkRwzcQxT5-2Bzhf7EOQtWEtREhI1isROdaRc6DoxBEMkPKLyZYtYTakzOQOkMAOuz5Co7-2BTAw2-2B9oHTDWuTOSAeCw77tlrTKY0rjruvGXCfwMsA7ZJ0LGxM3BTEiLaZ-2BH11Pe02Uv7bRiygv-2Fp5G3yBpMXze5o0Hfi99Mz1A84zI1t6E1GsZXYAg11rrk1u5pl9gMXOyjQWAG4laWdPFqYEER2ZrY3qylEc8yHuhp-2Bg502JVtzyqBxai5NZWLNmTCecjSa-2ByPNHArYg3QYlyrCMOr3x5OTfHxn8MLv6XJ442XMww-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_nzn24k8Og3qOpeAqciW9IJ12X9Y1msiPjPzSF4hjkRwzcQxT5-2Bzhf7EOQtWEtREhI1isROdaRc6DoxBEMkPKLyZYtYTakzOQOkMAOuz5Co7-2BTAw2-2B9oHTDWuTOSAeCw77tlrTKY0rjruvGXCfwMsA7ZJ0LGxM3BTEiLaZ-2BH11Pe02Uv7bRiygv-2Fp5G3yBpMXUBHifCOKHabP2GMJNsm-2BPDtAp7JB8TZMDRBJGQuALKEw6mBn9UPuIflbtaD2Y5wxtObxVdPgnDqYx2RbwAWFpbLzHS8tpxRcatuhO-2BprZow3v-2FRucNrPwCKU9yId40aWPfYl1JxsxSR4xUDz7qHQXw-3D-3D


From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/26/2018 06:02:39 AM

To:  monaglej@skschools.org

Subject:  Registration now open: Washington Educator Career Fairs 2019
 

Hello,

Registration is now open for the  Washington Educator Career Fairs: 

March 13, 2019
Spokane Convention Center

March 27, 2019
Tacoma Dome Arena

NEW FOR 2019: 
BOOTH LIMITS: Districts, Schools, Universities, State Agencies will be limited to FOUR booths and FOUR
interview booths

WSPA is committed to providing equitable and affordable resources for our all orf our member districts. We appreiate your
understanding of this new policy and regret any inconvenience this may cause. 

Please click here for registrtaion and full event information. 

Thank you,

Washington School Personnel Association

This email was sent to monaglej@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:monaglej@skschools.org
mailto:admin@wspa.net
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxNoE-2FTCXwyVvxY25xo-2BjTajcObeLsrVyAoDnPVzzZfsIa9UR17cUrzbaWhc2nTeowmjG6Y4sgsJGuY9EtuCkbRg-3D-3D_V-2B16v-2BSh-2FZV8VasV5DOujJapFfS1smZIO8soNipv9GYsHDCyAn2sirzLq2Phx-2Bpg7VxyHuFjrJhGLCjVRtTF1I4N8V5Z-2B5t5TGg7Mhl2s0QbPQICExTwZZ1XmTlV2kGJY1m0UbmondFtHFjZ6VxUPtqUph1tA1bDelDRNgNnz-2BxknQAZkZILVrIjxTMsN56ZqrLx-2BxnLz3WM-2BnvGLj0sFd-2F0rqj1DtwHxb-2FYvQVQutq5ZhXvtpYpBdTGtdvfCga4xnEtZm-2BVsYhCPXTszoDafaOJ6EI4wYHCtepRWth-2BA6tR1TRUbGkirl41opXvyCVVWl02lbW4e4xeUpY9hmC1SQ-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_V-2B16v-2BSh-2FZV8VasV5DOujJapFfS1smZIO8soNipv9GYsHDCyAn2sirzLq2Phx-2Bpg7VxyHuFjrJhGLCjVRtTF1I4N8V5Z-2B5t5TGg7Mhl2s0QbPQICExTwZZ1XmTlV2kGJY1m0UbmondFtHFjZ6VxUPtqUph1tA1bDelDRNgNnz-2BxknQAZkZILVrIjxTMsN56ZJOZwDXX-2FOpU2FF8FOuKwI1WASfbt22JQKYMyFM-2BKBo9uLg8WFOJFmZjPLlKd0N-2BtyFAeOLnxp6rjX9hZhl1-2FllopeOfvRyML08yLQHo2r435lSeLGd3-2B5d0mpKGyapYvVfJkyUb-2FphHzvtpz-2Fdiibw-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_V-2B16v-2BSh-2FZV8VasV5DOujJapFfS1smZIO8soNipv9GYsHDCyAn2sirzLq2Phx-2Bpg7VxyHuFjrJhGLCjVRtTF1I4N8V5Z-2B5t5TGg7Mhl2s0QbPQICExTwZZ1XmTlV2kGJY1m0UbmondFtHFjZ6VxUPtqUph1tA1bDelDRNgNnz-2BxknQAZkZILVrIjxTMsN56ZIQnOV6qa0n-2BXfRVmN043f3pFZwi-2BTVtcxK8oXprFQCbvrYV4ore48Y-2FJRgUdBz4eDamcyNYCGGuQNS25RLN9vww8k7Aqi7lm-2FVx6UVol3If5S341HcJaBxINbTv0B9fbcqwGBn35h-2FLjrLvKCq-2Bq3A-3D-3D


From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/26/2018 06:02:38 AM

To:  stewartj@skschools.org

Subject:  Registration now open: Washington Educator Career Fairs 2019
 

Hello,

Registration is now open for the  Washington Educator Career Fairs: 

March 13, 2019
Spokane Convention Center

March 27, 2019
Tacoma Dome Arena

NEW FOR 2019: 
BOOTH LIMITS: Districts, Schools, Universities, State Agencies will be limited to FOUR booths and FOUR
interview booths

WSPA is committed to providing equitable and affordable resources for our all orf our member districts. We appreiate your
understanding of this new policy and regret any inconvenience this may cause. 

Please click here for registrtaion and full event information. 

Thank you,

Washington School Personnel Association

This email was sent to stewartj@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:stewartj@skschools.org
mailto:admin@wspa.net
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxo5xmzSAtO01KrtDE-2F0CkoT1NppXuJIFPhRR0jbLuDqGe3GXxaKwW-2Fa-2BzIVme-2FFalZ9eQo-2BVpPN6bQZ75wYosxg-3D-3D_kmqSwegD0GEk3FSxKpQbnBJcTZMtK7sfNoiNVgtVhQ7JpB-2FAbAuLG6EMQ04BoILNaejdJEZPBQZodozuvz1nfa0Dc-2B8jK8noUtRBY8uhQ5OzOjJSFI83MLv3xP-2B1kH2GyviLT8sd6-2BGOUPmly3MUKa5hNn6CnDPu4XEZgCnkVbolef2-2BKEhYVufVBdwR7ClVFVHyj6RdvY5DhGkYxFj1eZENanPGh9-2B9TZt7EqmAt2rettOXXiGUtML5261aV04Ql1srjyXIWuLL-2FdSBIDR8sa64lTjLCVPtkcXgAJCRlMVVm5fTpzxdaP-2BqR4C1pBmajL3ZMXGnHhe3O80m7Sl5-2FA-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_kmqSwegD0GEk3FSxKpQbnBJcTZMtK7sfNoiNVgtVhQ7JpB-2FAbAuLG6EMQ04BoILNaejdJEZPBQZodozuvz1nfa0Dc-2B8jK8noUtRBY8uhQ5OzOjJSFI83MLv3xP-2B1kH2GyviLT8sd6-2BGOUPmly3MUKa5hNn6CnDPu4XEZgCnkVbolef2-2BKEhYVufVBdwR7ClVSEmsFNhTt2tibgpd-2BLQMNjA7Ispz85GHIAGA-2FIIbvfs0MUjLkctwcvI4WTL3967jEIVlNxtM7-2FcIVQwFlT9f-2FoEuaasTSyRG4etFyycHIMR480pzTqGWLx6wZMSUC5lmbLSkCDjrPi-2B-2BdKsCIzGvqA-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_kmqSwegD0GEk3FSxKpQbnBJcTZMtK7sfNoiNVgtVhQ7JpB-2FAbAuLG6EMQ04BoILNaejdJEZPBQZodozuvz1nfa0Dc-2B8jK8noUtRBY8uhQ5OzOjJSFI83MLv3xP-2B1kH2GyviLT8sd6-2BGOUPmly3MUKa5hNn6CnDPu4XEZgCnkVbolef2-2BKEhYVufVBdwR7ClVlywAbNYYyXtNiIGDJeJzydt5Hjwn5Q957tO0TN62pPqvg1JOU6rniRM-2B7-2BG1YKpxg-2BNyCYH8CchbQv3XzePLXm-2FyhEn4v5IHnSfOqhv8PK3-2FNGU83ywSj3PYEPq6bFZuPeQ4fT3elCSSOnnybD3p9w-3D-3D


From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/26/2018 06:04:03 AM

To:  finnie@skschools.org

Subject:  Registration now open: Washington Educator Career Fairs 2019
 

Hello,

Registration is now open for the  Washington Educator Career Fairs: 

March 13, 2019
Spokane Convention Center

March 27, 2019
Tacoma Dome Arena

NEW FOR 2019: 
BOOTH LIMITS: Districts, Schools, Universities, State Agencies will be limited to FOUR booths and FOUR
interview booths

WSPA is committed to providing equitable and affordable resources for our all orf our member districts. We appreiate your
understanding of this new policy and regret any inconvenience this may cause. 

Please click here for registrtaion and full event information. 

Thank you,

Washington School Personnel Association

This email was sent to finnie@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:finnie@skschools.org
mailto:admin@wspa.net
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxnNFifdLKFGX-2FRp8uF7jrNsBlxss2kM48Wbyp8hl-2FvJbMzvu9fOqmT4hq2b1zBJXgu0JQ-2BmIH7kWZBVuWUtrC0A-3D-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0nxJwxGN1KFD7DoutHMF4PJSYpwrpzppOL62bMtFMEvlIHSdjNdAlZc3t1kcUarWsEMhx1h0G8wxY-2BbOVdcfTPmaVxiu-2BPucB1q2O0LWWDY8muQI14Hhk7M09G6i57gPEX3rtLLTEkueotHS4WMIbKAySfBa2jgtrcpjCk21duqE7y0h2kUc1TBieOZYfbUYlu5gTgMlnrwArP5jCyNh0-2BqTIxI-2FzycbGxpjCSNTQ0E6pcjaRwlT1-2Bo-2FZNhPIGNmHA-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0nxJwxGN1KFD7DoutHMF4PJSYpwrpzppOL62bMtFMEvlIHSdjNdAlZc3t1kcUarWsEMhx1h0G8wxY-2BbOVdcfTPnd2TRVMziwsXple3pm3GyX6AhJY-2FCW8aFv0Z5wZodbaVOESltJqcwal2jpYu5lJO4cbB32x5-2B3gaaObFRNAtwNh7d5hRMj6G2oFCRrEbHfpS1x84mzCoMuT5Lk0oA9qJbflZGJidl3DkDwaY4estmPBpzbffwcDbVhaiN-2FSn5WPg-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0nxJwxGN1KFD7DoutHMF4PJSYpwrpzppOL62bMtFMEvlIHSdjNdAlZc3t1kcUarWsEMhx1h0G8wxY-2BbOVdcfTPmz5WdzGywwacAYWGuh4Ntiz5DoNDuaSQ7rX3QlC-2B4MlvJZYaUBXfva6LGZm8Qn4fbJ9FiAL-2FkWU-2BhkG4Ci-2BnHFIHXgn5CYiFYacuV-2B80moYZo25l8QRqh6RxXP-2BBJdzZnu7jVeD-2BXYNj3v58roWD8kM-2BwiUxbLhIPefRRePE0yCg-3D-3D


From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/26/2018 06:05:43 AM

To:  jensenv@skschools.org

Subject:  Registration now open: Washington Educator Career Fairs 2019
 

Hello,

Registration is now open for the  Washington Educator Career Fairs: 

March 13, 2019
Spokane Convention Center

March 27, 2019
Tacoma Dome Arena

NEW FOR 2019: 
BOOTH LIMITS: Districts, Schools, Universities, State Agencies will be limited to FOUR booths and FOUR
interview booths

WSPA is committed to providing equitable and affordable resources for our all orf our member districts. We appreiate your
understanding of this new policy and regret any inconvenience this may cause. 

Please click here for registrtaion and full event information. 

Thank you,

Washington School Personnel Association

This email was sent to jensenv@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:jensenv@skschools.org
mailto:admin@wspa.net
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxnNFifdLKFGX-2FRp8uF7jrNtSSo0Jy1hbtfx6ClrV5ksksLtOY-2F8n2Zc7MGUNHCe41EMtSR4FXr-2FbXZU92VBVydg-3D-3D_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKA0ZiIUe46tsRv32Kx7Bo98HCL3Er2-2BpiMAMWsgvFzP5xgvEPW5ieY8mz1UeHobFdcZUxE-2FzkNCAkIXNKFgFG9s7nfhUn6vKKLolgDeCHzd8rFTewpeVVUDGEi4JqyJMy0NCFX7t33Fc-2FswS28ywPlUliWKaBjENOy3aRVJg5GpR-2BeNiC2Mo-2FdjU38v50zEvh2SILyqDaoszFo2584L5oL85FFOiWZkuEnQmNPBzjet2jHlEkzPiUH2sGoUgZ7RJQRw-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKA0ZiIUe46tsRv32Kx7Bo98HCL3Er2-2BpiMAMWsgvFzP5xgvEPW5ieY8mz1UeHobFdcZUxE-2FzkNCAkIXNKFgFG9s7nfhUn6vKKLolgDeCHzd8r3wx0a3Lo4LWBqaU2ZC7pTzzACF5hI0skVIfkWZoOL9YPEtdE9dsUhltbtKnOBsveeqi87qeNPsf2ucYInUhZx0avGsz5PY9S-2F9xkf-2FFELc0-2FC4YFLNehbJ-2BdYBnqknyuS1D3Kzh4RNV5Bk0wu-2F0dcQ-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKA0ZiIUe46tsRv32Kx7Bo98HCL3Er2-2BpiMAMWsgvFzP5xgvEPW5ieY8mz1UeHobFdcZUxE-2FzkNCAkIXNKFgFG9s7nfhUn6vKKLolgDeCHzd8rOXrLwPbdOLv4Tv0TVgBB2dFjI23gkAH0PH6f7TfeN8PP68ZtrY-2Fq6sEkjkiGCju7LrTjxn5ykPgIjwrodelTGLQOLrfK4IL8KYHiCdRJFrHeviFlg-2BHoX-2FcW5YUZSsj4WHWWEwJMbMJ0Ri7P7pVBxw-3D-3D


From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/26/2018 06:04:36 AM

To:  tallman@skschools.org

Subject:  Registration now open: Washington Educator Career Fairs 2019
 

Hello,

Registration is now open for the  Washington Educator Career Fairs: 

March 13, 2019
Spokane Convention Center

March 27, 2019
Tacoma Dome Arena

NEW FOR 2019: 
BOOTH LIMITS: Districts, Schools, Universities, State Agencies will be limited to FOUR booths and FOUR
interview booths

WSPA is committed to providing equitable and affordable resources for our all orf our member districts. We appreiate your
understanding of this new policy and regret any inconvenience this may cause. 

Please click here for registrtaion and full event information. 

Thank you,

Washington School Personnel Association

This email was sent to tallman@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy
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https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxnNFifdLKFGX-2FRp8uF7jrNjZlYT-2Bq2cBc4OJJH9-2BMIkONQ8DYkpgwKyQh91J9jsHCOveRTSUW766sKQ-2BLFV4qbA-3D-3D_cBF5CzpWSzckjckMPh1XLpwe5chnUc-2FHPzGmx-2B2XXPT8X7B5nRycuRNeNQFOFfAKK4buYrgyi4eAjQIdg9K5Vv913p0IVP5LAnSwQlXjjA88Xmwtyj-2FyzNvPYYAHwC40V67CATX-2FaV7CXNgP2PhKoKdz0j9J-2F45amfYexxdkZX5whz2uK7YRtG3CQaJLZ79kR3SeM95N68WfscJW83uVNau1pNI7dG32eo9yfi6Twpfv72PJ3jA-2Fuea2FzVYqefga-2F2EfIuUyDgbQ5P4O3LyIeaZruz87SG7F4MHeaNoB53sPef-2BbHVxGGwlrD-2B6teir1J5BAfqeCba0mc0dz4fMww-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_cBF5CzpWSzckjckMPh1XLpwe5chnUc-2FHPzGmx-2B2XXPT8X7B5nRycuRNeNQFOFfAKK4buYrgyi4eAjQIdg9K5Vv913p0IVP5LAnSwQlXjjA88Xmwtyj-2FyzNvPYYAHwC40V67CATX-2FaV7CXNgP2PhKoKdz0j9J-2F45amfYexxdkZX5whz2uK7YRtG3CQaJLZ79kBToqar8oQ1Sy-2BiaV89pC6yMXr1UVV4b2ZIvIDKc4OcBtSApnE4K88vwZI96yiaLcl9UgRKkkSTBKm-2Fu-2B9u7-2BxCfscwYxdXaPoKOBZpKJwhUbD1JhjmXVie2cBjndvPp3iiMyxurzQUWJGfGpvhUlYA-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_cBF5CzpWSzckjckMPh1XLpwe5chnUc-2FHPzGmx-2B2XXPT8X7B5nRycuRNeNQFOFfAKK4buYrgyi4eAjQIdg9K5Vv913p0IVP5LAnSwQlXjjA88Xmwtyj-2FyzNvPYYAHwC40V67CATX-2FaV7CXNgP2PhKoKdz0j9J-2F45amfYexxdkZX5whz2uK7YRtG3CQaJLZ79kEaB-2Bheogr54DdndgWXTSKQ2L-2FjTiWQAHey2ulWYHKo49UeGp63MwUs7wgFspqSBhhrC1i7A4-2B1gG17Sf3McEWTW-2BW6SaMK0EauVPVyY3PPyO7em09F3qwZHPo1iVus8qregBQTIYmXkGAAxS-2F-2BLEMg-3D-3D


From:  do_not_reply@skschools.org

Sent time:  11/28/2018 02:13:32 AM

To:  finnie@skschools.org

Subject:  4 Unsubmitted Credit Card Transactions.
 

The following 4 Credit Card Transaction(s) have not been submitted.

Transaction Date Amount Where Used
 
11/23/2018 126.40 ALASKA AIR  
11/23/2018 126.40 ALASKA AIR  
11/23/2018 300.00 WSPA  
11/23/2018 300.00 WSPA  

District: SOUTH KITSAP SCHOOL DISTRICT
District Web Site: www.skschools.org
State: WA
District Code: 18402

SKSD

file:///C:/Users/cbk/AppData/Local/Temp/Encryptomatic,%20LLC/PSTViewer%20Pro%208/usdzqwxk.5vw/www.skschools.org


From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/30/2018 09:02:24 AM

To:  holsten@skschools.org

Subject:  Invitation - Randy Hathaway Scholarship Applications Open
 

Dear WSPA members,

The Randy Hathaway Fellowship Awards were established to commemorate the exemplary leadership of Randy Hathaway and his
service to the field of human resources. Mr. Hathaway served as a school administrator, Executive Director of Employee Relations
and Negotiations Network (ERNN), and as the Executive Director of Washington School Personnel Association (WSPA). Mr.
Hathaway continues to be an advocate for education, the role of human resources, and of our organization. It is with great pride
that we offer this fellowship program to our members. 

Randy Hathaway fellowships are open to individuals who are current WSPA members and have belonged to the organization for at
least one membership year prior to the 2016-2017 year. These competitive non-continuing fellowships are available for the
purpose of supporting the recipients' educational growth in the area of Human Resources.  

2016-2017 Fellowship Awards:

WSPA  is pleased to offer twelve (12) HELP program tuition fellowships in the amount of $910 each. WSPA will grant
two (2) HELP fellowships per region. 

WSPA will also be offering twelve (12) tuition fellowships in the amount of $500 each. These fellowships are to be used
toward college tuition or college credits related to the study of human resources. 

You may apply for both the HELP and tuition fellowships, however only one will be awarded per person, per year.

The application deadline is January 13, 2017

Please click here for more information and to download the application materials.

Thank you, and best of luck with your applications!

The Washington School Personnel Association

This email was sent to holsten@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/30/2018 09:03:11 AM

To:  finnie@skschools.org

Subject:  Invitation - Randy Hathaway Scholarship Applications Open
 

Dear WSPA members,

The Randy Hathaway Fellowship Awards were established to commemorate the exemplary leadership of Randy Hathaway and his
service to the field of human resources. Mr. Hathaway served as a school administrator, Executive Director of Employee Relations
and Negotiations Network (ERNN), and as the Executive Director of Washington School Personnel Association (WSPA). Mr.
Hathaway continues to be an advocate for education, the role of human resources, and of our organization. It is with great pride
that we offer this fellowship program to our members. 

Randy Hathaway fellowships are open to individuals who are current WSPA members and have belonged to the organization for at
least one membership year prior to the 2016-2017 year. These competitive non-continuing fellowships are available for the
purpose of supporting the recipients' educational growth in the area of Human Resources.  

2016-2017 Fellowship Awards:

WSPA  is pleased to offer twelve (12) HELP program tuition fellowships in the amount of $910 each. WSPA will grant
two (2) HELP fellowships per region. 

WSPA will also be offering twelve (12) tuition fellowships in the amount of $500 each. These fellowships are to be used
toward college tuition or college credits related to the study of human resources. 

You may apply for both the HELP and tuition fellowships, however only one will be awarded per person, per year.

The application deadline is January 13, 2017

Please click here for more information and to download the application materials.

Thank you, and best of luck with your applications!

The Washington School Personnel Association

This email was sent to finnie@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/30/2018 09:02:13 AM

To:  monaglej@skschools.org

Subject:  Invitation - Randy Hathaway Scholarship Applications Open
 

Dear WSPA members,

The Randy Hathaway Fellowship Awards were established to commemorate the exemplary leadership of Randy Hathaway and his
service to the field of human resources. Mr. Hathaway served as a school administrator, Executive Director of Employee Relations
and Negotiations Network (ERNN), and as the Executive Director of Washington School Personnel Association (WSPA). Mr.
Hathaway continues to be an advocate for education, the role of human resources, and of our organization. It is with great pride
that we offer this fellowship program to our members. 

Randy Hathaway fellowships are open to individuals who are current WSPA members and have belonged to the organization for at
least one membership year prior to the 2016-2017 year. These competitive non-continuing fellowships are available for the
purpose of supporting the recipients' educational growth in the area of Human Resources.  

2016-2017 Fellowship Awards:

WSPA  is pleased to offer twelve (12) HELP program tuition fellowships in the amount of $910 each. WSPA will grant
two (2) HELP fellowships per region. 

WSPA will also be offering twelve (12) tuition fellowships in the amount of $500 each. These fellowships are to be used
toward college tuition or college credits related to the study of human resources. 

You may apply for both the HELP and tuition fellowships, however only one will be awarded per person, per year.

The application deadline is January 13, 2017

Please click here for more information and to download the application materials.

Thank you, and best of luck with your applications!

The Washington School Personnel Association

This email was sent to monaglej@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/30/2018 09:04:23 AM

To:  jensenv@skschools.org

Subject:  Invitation - Randy Hathaway Scholarship Applications Open
 

Dear WSPA members,

The Randy Hathaway Fellowship Awards were established to commemorate the exemplary leadership of Randy Hathaway and his
service to the field of human resources. Mr. Hathaway served as a school administrator, Executive Director of Employee Relations
and Negotiations Network (ERNN), and as the Executive Director of Washington School Personnel Association (WSPA). Mr.
Hathaway continues to be an advocate for education, the role of human resources, and of our organization. It is with great pride
that we offer this fellowship program to our members. 

Randy Hathaway fellowships are open to individuals who are current WSPA members and have belonged to the organization for at
least one membership year prior to the 2016-2017 year. These competitive non-continuing fellowships are available for the
purpose of supporting the recipients' educational growth in the area of Human Resources.  

2016-2017 Fellowship Awards:

WSPA  is pleased to offer twelve (12) HELP program tuition fellowships in the amount of $910 each. WSPA will grant
two (2) HELP fellowships per region. 

WSPA will also be offering twelve (12) tuition fellowships in the amount of $500 each. These fellowships are to be used
toward college tuition or college credits related to the study of human resources. 

You may apply for both the HELP and tuition fellowships, however only one will be awarded per person, per year.

The application deadline is January 13, 2017

Please click here for more information and to download the application materials.

Thank you, and best of luck with your applications!

The Washington School Personnel Association

This email was sent to jensenv@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/30/2018 09:02:12 AM

To:  stewartj@skschools.org

Subject:  Invitation - Randy Hathaway Scholarship Applications Open
 

Dear WSPA members,

The Randy Hathaway Fellowship Awards were established to commemorate the exemplary leadership of Randy Hathaway and his
service to the field of human resources. Mr. Hathaway served as a school administrator, Executive Director of Employee Relations
and Negotiations Network (ERNN), and as the Executive Director of Washington School Personnel Association (WSPA). Mr.
Hathaway continues to be an advocate for education, the role of human resources, and of our organization. It is with great pride
that we offer this fellowship program to our members. 

Randy Hathaway fellowships are open to individuals who are current WSPA members and have belonged to the organization for at
least one membership year prior to the 2016-2017 year. These competitive non-continuing fellowships are available for the
purpose of supporting the recipients' educational growth in the area of Human Resources.  

2016-2017 Fellowship Awards:

WSPA  is pleased to offer twelve (12) HELP program tuition fellowships in the amount of $910 each. WSPA will grant
two (2) HELP fellowships per region. 

WSPA will also be offering twelve (12) tuition fellowships in the amount of $500 each. These fellowships are to be used
toward college tuition or college credits related to the study of human resources. 

You may apply for both the HELP and tuition fellowships, however only one will be awarded per person, per year.

The application deadline is January 13, 2017

Please click here for more information and to download the application materials.

Thank you, and best of luck with your applications!

The Washington School Personnel Association

This email was sent to stewartj@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDlSOedm1vKLRJ3FwyRQF3D1QAUfT9YnWR5H301nlEHVg-3D-3D_kmqSwegD0GEk3FSxKpQbnBJcTZMtK7sfNoiNVgtVhQ7JpB-2FAbAuLG6EMQ04BoILNaejdJEZPBQZodozuvz1nfT-2F8bxMeWfV1X-2BLMvU04s14oHI5uOGTTyHDDmDLfA6RwApf5DrItTziWFsv8NG8V80-2BgYZTic29Gp-2B6s3ko-2BIsD-2F2cfs6-2F5Wdp0sDaxi-2FyBxYAxbO5rsIGMLzAIFx4-2BUIDed6-2Bz5yZxpNcWmEAnFm-2BnkK7OONeyW-2FFEPbvoG6FmGBSH-2B6HNSc-2BafVnsYEy6A5IcW-2B0luT8WDpfbyDVtOOszb8Q538xvCmvowqtwZ6ZROoCY6uJAqDVfRtL9-2FvQqqAw-3D-3D
mailto:stewartj@skschools.org
mailto:admin@wspa.net
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxnNFifdLKFGX-2FRp8uF7jrNoDKwJ-2BlhphEkjXGYoPzImCuZRfOpQn70LpzEBWcMBfZCFlYcJOTkRTChbD6N-2Bkj4g-3D-3D_kmqSwegD0GEk3FSxKpQbnBJcTZMtK7sfNoiNVgtVhQ7JpB-2FAbAuLG6EMQ04BoILNaejdJEZPBQZodozuvz1nfT-2F8bxMeWfV1X-2BLMvU04s14oHI5uOGTTyHDDmDLfA6RwApf5DrItTziWFsv8NG8V80-2BgYZTic29Gp-2B6s3ko-2BIsD-2F2cfs6-2F5Wdp0sDaxi-2FyBxqVGS21bi8hMTP2fIwFgZZJpCNsrW6T8Wl2wtlHaV2zWEQ9ori1wxIpRS7qaHwgZKywfCeG-2Fg-2F0vxT3QovfrBO1lUUdKlL3GGZ22-2FUBCy9xUWbhaufyKJCburFr3K7QxCg7baM0ZB0FAgXyBjsCLpQg-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_kmqSwegD0GEk3FSxKpQbnBJcTZMtK7sfNoiNVgtVhQ7JpB-2FAbAuLG6EMQ04BoILNaejdJEZPBQZodozuvz1nfT-2F8bxMeWfV1X-2BLMvU04s14oHI5uOGTTyHDDmDLfA6RwApf5DrItTziWFsv8NG8V80-2BgYZTic29Gp-2B6s3ko-2BIsD-2F2cfs6-2F5Wdp0sDaxi-2FyBx-2BNqMRdRuFta9Tmco3CfVR6qv2r-2Ff7Lw0p2ckout1w-2FojPWvXB7xwK-2BSuvua0ExekGvlmeeU8luynOKltgH2nDWNdrnhCIK9NE5agxr-2BIxmE5jJVz47-2F9f5qIbXiQVKGnU-2BosG6VcW66thHhK2lHdSA-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_kmqSwegD0GEk3FSxKpQbnBJcTZMtK7sfNoiNVgtVhQ7JpB-2FAbAuLG6EMQ04BoILNaejdJEZPBQZodozuvz1nfT-2F8bxMeWfV1X-2BLMvU04s14oHI5uOGTTyHDDmDLfA6RwApf5DrItTziWFsv8NG8V80-2BgYZTic29Gp-2B6s3ko-2BIsD-2F2cfs6-2F5Wdp0sDaxi-2FyBxEQUYdAPmDEO9YXWBBV7BF8EwrhRATUcRQ5ZJh1BUuW0X-2FwbsZsr9boNZk7lT0x4-2BpIFXG-2BqS9C4LR7Z-2FKf8mjqAUomSrc6-2BLZxLTw6V8h8YnOlncyKfb7VIUjYEQ48T0ugOKrEngNHrrNYqNOVYMCg-3D-3D


From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  11/30/2018 09:03:35 AM

To:  tallman@skschools.org

Subject:  Invitation - Randy Hathaway Scholarship Applications Open
 

Dear WSPA members,

The Randy Hathaway Fellowship Awards were established to commemorate the exemplary leadership of Randy Hathaway and his
service to the field of human resources. Mr. Hathaway served as a school administrator, Executive Director of Employee Relations
and Negotiations Network (ERNN), and as the Executive Director of Washington School Personnel Association (WSPA). Mr.
Hathaway continues to be an advocate for education, the role of human resources, and of our organization. It is with great pride
that we offer this fellowship program to our members. 

Randy Hathaway fellowships are open to individuals who are current WSPA members and have belonged to the organization for at
least one membership year prior to the 2016-2017 year. These competitive non-continuing fellowships are available for the
purpose of supporting the recipients' educational growth in the area of Human Resources.  

2016-2017 Fellowship Awards:

WSPA  is pleased to offer twelve (12) HELP program tuition fellowships in the amount of $910 each. WSPA will grant
two (2) HELP fellowships per region. 

WSPA will also be offering twelve (12) tuition fellowships in the amount of $500 each. These fellowships are to be used
toward college tuition or college credits related to the study of human resources. 

You may apply for both the HELP and tuition fellowships, however only one will be awarded per person, per year.

The application deadline is January 13, 2017

Please click here for more information and to download the application materials.

Thank you, and best of luck with your applications!

The Washington School Personnel Association
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  11/30/2018 08:03:17 AM

To:  monaglej@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning WSPA members.  A few member requests for your review. Thanks as always!

 

Lisa Turner from Wenatchee School District is wondering if other districts allow year-round (260 days) administrators to cash out
accrued vacation on an annual basis?  If so, do you have a WSSDA model policy 5411 in place or any other policy supporting the
cashout?

 

Please send your responses directly to: turner.l@wenatcheeschools.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  11/30/2018 08:04:44 AM

To:  tallman@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning WSPA members.  A few member requests for your review. Thanks as always!

 

Lisa Turner from Wenatchee School District is wondering if other districts allow year-round (260 days) administrators to cash out
accrued vacation on an annual basis?  If so, do you have a WSSDA model policy 5411 in place or any other policy supporting the
cashout?

 

Please send your responses directly to: turner.l@wenatcheeschools.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  11/30/2018 08:03:28 AM

To:  holsten@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning WSPA members.  A few member requests for your review. Thanks as always!

 

Lisa Turner from Wenatchee School District is wondering if other districts allow year-round (260 days) administrators to cash out
accrued vacation on an annual basis?  If so, do you have a WSSDA model policy 5411 in place or any other policy supporting the
cashout?

 

Please send your responses directly to: turner.l@wenatcheeschools.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  11/30/2018 08:03:16 AM

To:  stewartj@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning WSPA members.  A few member requests for your review. Thanks as always!

 

Lisa Turner from Wenatchee School District is wondering if other districts allow year-round (260 days) administrators to cash out
accrued vacation on an annual basis?  If so, do you have a WSSDA model policy 5411 in place or any other policy supporting the
cashout?

 

Please send your responses directly to: turner.l@wenatcheeschools.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  11/30/2018 08:05:35 AM

To:  jensenv@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning WSPA members.  A few member requests for your review. Thanks as always!

 

Lisa Turner from Wenatchee School District is wondering if other districts allow year-round (260 days) administrators to cash out
accrued vacation on an annual basis?  If so, do you have a WSSDA model policy 5411 in place or any other policy supporting the
cashout?

 

Please send your responses directly to: turner.l@wenatcheeschools.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 

This email was sent to jensenv@skschools.org by cleonard@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:jensenv@skschools.org
mailto:cleonard@wspa.net
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uaY7vVzu20tHAmdUDryX6JDHxizh5zpeKYjuVNMvoAGxA2-2BgMi-2F3gSdX3i00w7EgaUWwJpATvQUxGbBXYwQQOLGKic4ZuBmpq3fiLZbFvRSmPidAKEYbdLztD1H9yFgqPA-3D-3D_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKA912Dzwzb6X39c-2Fz6PbF-2Frvbq-2BWdLcxGTThEQYX74gwnZMeuRxpAF1nxTe1dg6wMYSHMCMo0TMNBaK1eGuM4H5B4cz6lX-2F4ellblK4aJZ7-2BkvK77OykdG-2FJbVOKvLIiuiwfGLrV-2BBqnSknyARaoX8N-2BKzi-2B6FQlI2HNDbGVyjWW5V-2FsX9ZBEA29nnpbC3bbZf81ihjfjajnbuvzMNlvFRUFqJNk84Ttltbiyd5rK6j8zN9-2BKZLMtSlPNuVzQZ-2B-2Fx1Q-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7ujg-2BiVNRSFWBLltZv-2FMo97mmPWEcW0hMbNUY8XXjSqg-3D-3D_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKA912Dzwzb6X39c-2Fz6PbF-2Frvbq-2BWdLcxGTThEQYX74gwnZMeuRxpAF1nxTe1dg6wMYSHMCMo0TMNBaK1eGuM4H5B4cz6lX-2F4ellblK4aJZ7-2BkpwH6gB4Xg-2BRzv6wdWbEqcPYT938hWWVpBXgfqZO71tJYdAUsV0aIn98TP88zH46T5bW8aXEcfJXJTu8iVCxGCLYl47-2Bq8FtyjyvP9sTi9cWvT9sSIGofuvASTQdwvRmom34roT4SO5CmeVUoxzsrRQ-3D-3D
https://clicks.memberclicks-mail.net/wf/click?upn=JldG-2FXlPN4LqtW3GIhX2uUKdO0zKNk7-2FVieGq9Pg-2FR7zXZHLW7BLyUDPb-2BCZIvM8_To-2FYQdQOAVHUAFebmiHTqoaCC1w44B1T9jrJi4QCu3VSr1igBQYaTBGvcIngkgqWqftre8phT6-2BsfRc31BvKA912Dzwzb6X39c-2Fz6PbF-2Frvbq-2BWdLcxGTThEQYX74gwnZMeuRxpAF1nxTe1dg6wMYSHMCMo0TMNBaK1eGuM4H5B4cz6lX-2F4ellblK4aJZ7-2BklLRxQxIebt-2F-2BSfRzaaaIYM726YKg815acpmmXoh-2FL8x5IU3GSL-2B4lm7QvYzK4bxXPCK8GL9wn4HEvVCak3KYKwUIhYkvB5GdhXnwhKd89xYaJYcIHe5GrV0OE71jGfz3fmZURb1TA95oYn2MzSOg3A-3D-3D


From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  11/30/2018 08:04:18 AM

To:  finnie@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning WSPA members.  A few member requests for your review. Thanks as always!

 

Lisa Turner from Wenatchee School District is wondering if other districts allow year-round (260 days) administrators to cash out
accrued vacation on an annual basis?  If so, do you have a WSSDA model policy 5411 in place or any other policy supporting the
cashout?

 

Please send your responses directly to: turner.l@wenatcheeschools.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  12/10/2018 06:31:06 PM

To:  jensenv@skschools.org

Subject:  WSPA Updates

Attachments:  WSPA_Focus_Newsletter_12_2018.pdf    
 

Hello,

First, let us wish you a happy holiday season and prosperous New Year. We can't believe how fast the year is moving and hope
that you will find some rest and relaxation over the winter holidays. 

WSPA has a lot of exciting things happening in the new year and we hope you will join us at one of our many workshops and
conferences. In addition to our professional development events, we are also working to finalize our legislative priorities and
develop our work plan with Cascade Government Affairs as our new legislative liaison. You can read more about their
organization and the work they will be doing on behalf of our members in the attached newsletter. 

We have several events now open for registration -- please visit our website at www.wspa.net for registration and additional
information: 

21st Century Bargaining Workshop - TUKWILA

January 11, 209
DoubleTree Suites by Hilton at Southcenter, Tukwila

21st Century Bargaining Workshop - SPOKANE

January 25, 2019
DoubleTree Suites by Hilton at City Center Spokane

WSPA Annual Conference

Pre-Conference February 24, 2019
February 25-27, 2019
Three Rivers Convention Center, Kennewick

Washington Educator Career Fair - SPOKANE

March 13, 2019
Spokane Convention Center 

Washington Educator Career Fair - TACOMA

March 27, 2019
Tacoma Dome Arena 

Thank you, 

Washington School Personnel Association
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WSPA focus  

“The partnership     

between WSPA and 

Cascade Government 

Affairs will provide a 

proactive effort to 

promote the interests 

of WSPA to the     

Washington State    

Legislature, the Office 

of the Governor, and 

OSPI on all school 

funding matters  

- Curtis Leonard,  

Executive Director 
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Events 

WSPA Welcomes New Legislative Liaison:  

Cascade Government Affairs 
Cascade Government Affairs has contracted with WSPA to provide legislative   

services for the 2018-2019 year.  

 Lobbying services — including state legislative and executive office engage-
ment—promoting the best interests of Washington State School Districts on all 
matters of school funding.   

 Strategic Legislative Counseling Issue Monitoring — monitor and identify pro-
posed bills that would be of interest and/or concern to WSPA members, dis-
cuss issues affecting WSPA with legislators, represent and testify on behalf of 
the association, develop legislative proposals and amendments to bills as di-
rected by WSPA.  

 Reporting, Communications, and Education — providing regular updates on 
the status of key legislative issues, development of background information 
and educational materials on issues for dissemination to key decision makers.  

Cascade Government Affairs, LLC (CGA), brings nearly 20 years of experience to 
government relations and public policy issues management, serving a broad range 
of clients. 
 
Charles R. (Charlie) Brown, the principal of Cascade Government Affairs, provides 
sophisticated advocacy and experienced political insight, coupled with thorough 
reporting on a timely basis to his clients.  Dr. Frank Hewins, former Superintendent 
for Franklin Pierce School District and Heidi Kay Walters, Attorney will also provide 
direct legislative and executive office agency engagement in partnership with 
WSPA and Cascade Government Affairs. 

Washington School Personnel Association December 2018 

The mission of the Washington School Personnel Association is to provide leadership in promoting effective human resource practices within the 
education community through legislative involvement, professional development activities and a broad-based resource network.   

 
Washington School Personnel Association 
PO Box 1600 Anacortes, Washington 98221  

Phone: 360-825-1415  Email: admin@wspa.net  *www.wspa.net 
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Upcoming Events 

 Randy Hathaway Scholarship 
Applications Close January 
11, 2019 

 21st Century Bargaining     
Workshop - Tukwila  
January 11, 2019 

 21st Century Bargaining    
Workshop - Spokane  
January 25, 2019 

 WSPA Board Meeting  
February 24, 2019 

 WSPA Annual Conference 
Three Rivers Conference  
Center, Tri-Cities  
February 24-27, 2019 

 
 WSPA Board Elections -    

Call for Nominations -  
March 4, 2019 

 
 Washington Educator Career 

Fair 
Spokane Convention Center 
March 13, 2019 

 WSPA Board Elections Open 
March 26, 2019 

 Washington Educator Career 
Fair  

Tacoma Dome Arena  
March 27, 2019 

WSPA Board of Directors and  

Administrative Team 

2018-2019 
Shaun Carey, WSPA President 

Tina Konsmo, President-Elect 

Kurt Schonberg, Immediate Past President 

Chris Callaham, Treasurer 

Janet Hodson, Secretary 

Curtis Leonard, Executive Director 

Jennifer Tottenham, Program Coordinator  

Region 1 Co-Representatives: Jane Rausch and Kim Harmon 

Region 2 Co-Representatives: Toni Neidhold and Doug Christensen 

Region 3: Marilyn Boerke 

Region 4 Co-Representatives: Stacia Dorman and Dawn Long 

Region 5 Co-Representatives: Denise Kennedy and Chelle Lente 

Region 6 Co-Representatives: Debbie Kovacs and Jason Thompson 

 

Did you know that each region offers training, support, and great 

networking opportunities? Visit our Region Information page for 

schedules contact information, and ways to get involved and     

connected: https://www.wspa.net/region-information 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  12/10/2018 06:13:17 PM

To:  monaglej@skschools.org

Subject:  WSPA Updates

Attachments:  WSPA_Focus_Newsletter_12_2018.pdf    
 

Hello,

First, let us wish you a happy holiday season and prosperous New Year. We can't believe how fast the year is moving and hope
that you will find some rest and relaxation over the winter holidays. 

WSPA has a lot of exciting things happening in the new year and we hope you will join us at one of our many workshops and
conferences. In addition to our professional development events, we are also working to finalize our legislative priorities and
develop our work plan with Cascade Government Affairs as our new legislative liaison. You can read more about their
organization and the work they will be doing on behalf of our members in the attached newsletter. 

We have several events now open for registration -- please visit our website at www.wspa.net for registration and additional
information: 

21st Century Bargaining Workshop - TUKWILA

January 11, 209
DoubleTree Suites by Hilton at Southcenter, Tukwila

21st Century Bargaining Workshop - SPOKANE

January 25, 2019
DoubleTree Suites by Hilton at City Center Spokane

WSPA Annual Conference

Pre-Conference February 24, 2019
February 25-27, 2019
Three Rivers Convention Center, Kennewick

Washington Educator Career Fair - SPOKANE

March 13, 2019
Spokane Convention Center 

Washington Educator Career Fair - TACOMA

March 27, 2019
Tacoma Dome Arena 

Thank you, 

Washington School Personnel Association

This email was sent to monaglej@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggEJx-2F5xJSAL2n61zMXAiHxo-3D_V-2B16v-2BSh-2FZV8VasV5DOujJapFfS1smZIO8soNipv9GYsHDCyAn2sirzLq2Phx-2Bpg7VxyHuFjrJhGLCjVRtTF1MJtezlugo8fz0tzXnczfHTF3WanBO1OOenUNg3yQV7frg0i3P8cN35BrojV1sAzIWpZp9hzcMa7OJ5pAtWnyiNrI2zoB33C8S6ZsBclR1ZCnME86Gh2U79leSzGJ-2BcAM3ImYmEDahg9hcvn361pnE9DjcaeFdwut-2Fj4MiQ0WAbZGqf36b0QiqU-2BAu8CxE37bxaFi3eusLvmifcB4b24fmQvaqhlPDnw2f3AzLIWXYGFG5-2BxKQ7D3hYhDJ9SCD0T-2Fw-3D-3D
mailto:monaglej@skschools.org
mailto:admin@wspa.net
http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggK3881Vr2DUvqtBkuZB4aKhFS8JsZENPslY6B9Adx-2BH3yvxBmoce6zmtXRuMMbY6pPNh7-2FHRhd-2F4MHASWd25tY6bEk4YaxMyCttI84o1oWRkT-2FLZCP82vsLHAtfGqmv-2FpQ-3D-3D_V-2B16v-2BSh-2FZV8VasV5DOujJapFfS1smZIO8soNipv9GYsHDCyAn2sirzLq2Phx-2Bpg7VxyHuFjrJhGLCjVRtTF1MJtezlugo8fz0tzXnczfHTF3WanBO1OOenUNg3yQV7frg0i3P8cN35BrojV1sAzIWpZp9hzcMa7OJ5pAtWnyiNrI2zoB33C8S6ZsBclR1ZC3YMghf6iKcp-2BZNMsu0l1yuoqaGu-2FhNZOdeuntg9qG3dSFuP1Kfyfm4JKqkIgUDhlTOP58C-2B-2BDw0vqqkGZoP5bntGh5f1V34dgPfqcbXxN9-2Fw6emGxz5Bi8kA-2F-2BhGYXOg7r51xGJTeVBdjNBtt3kK9Q-3D-3D
http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggE9KrYjJJxpZw9KYbMUcuFoybBH7Io4ModvI9CKgVSBbpmWmfuwMfOqP6vCEhq6wKA-3D-3D_V-2B16v-2BSh-2FZV8VasV5DOujJapFfS1smZIO8soNipv9GYsHDCyAn2sirzLq2Phx-2Bpg7VxyHuFjrJhGLCjVRtTF1MJtezlugo8fz0tzXnczfHTF3WanBO1OOenUNg3yQV7frg0i3P8cN35BrojV1sAzIWpZp9hzcMa7OJ5pAtWnyiNrI2zoB33C8S6ZsBclR1ZCPFxeARI-2FLjAShI3LM4cfK-2BurvXOdv5gAIdSv5wQw-2B9Qo28wZK1kDmgSMBNOruSsMRhoIYcOgiKxr15os1fzysEydEkWmGKwMB2szlXglRCwN3IAs1HYJanW1wRa5eOlTf-2Fkpabi9s-2F-2BxQcSmQ2i8-2Fg-3D-3D
http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggE9KrYjJJxpZw9KYbMUcuFrZ3uZJsoLz4hc7P9LVNSvx_V-2B16v-2BSh-2FZV8VasV5DOujJapFfS1smZIO8soNipv9GYsHDCyAn2sirzLq2Phx-2Bpg7VxyHuFjrJhGLCjVRtTF1MJtezlugo8fz0tzXnczfHTF3WanBO1OOenUNg3yQV7frg0i3P8cN35BrojV1sAzIWpZp9hzcMa7OJ5pAtWnyiNrI2zoB33C8S6ZsBclR1ZCFPNoAQkMcCJZZCmZq0JjBP-2Bs4w7Ac9PDOxfPdm8oOrDd1FjU-2BZ-2FuNZb60tN3q3T9cAJfNqQ7UTFrzvMlDRo6sQYFBGoMIp6a88ssGIbghVgfw6669Jycnu45W4FCZqKXxFHZxLdSinpuAttoxFoC4Q-3D-3D


WSPA focus  

“The partnership     

between WSPA and 

Cascade Government 

Affairs will provide a 

proactive effort to 

promote the interests 

of WSPA to the     

Washington State    

Legislature, the Office 

of the Governor, and 

OSPI on all school 

funding matters  

- Curtis Leonard,  

Executive Director 

 

In This Issue 

 Introducing 

Cascade    

Government 

Affairs 

 Meet our Board 

of Directors 

 Upcoming 

Events 

WSPA Welcomes New Legislative Liaison:  

Cascade Government Affairs 
Cascade Government Affairs has contracted with WSPA to provide legislative   

services for the 2018-2019 year.  

 Lobbying services — including state legislative and executive office engage-
ment—promoting the best interests of Washington State School Districts on all 
matters of school funding.   

 Strategic Legislative Counseling Issue Monitoring — monitor and identify pro-
posed bills that would be of interest and/or concern to WSPA members, dis-
cuss issues affecting WSPA with legislators, represent and testify on behalf of 
the association, develop legislative proposals and amendments to bills as di-
rected by WSPA.  

 Reporting, Communications, and Education — providing regular updates on 
the status of key legislative issues, development of background information 
and educational materials on issues for dissemination to key decision makers.  

Cascade Government Affairs, LLC (CGA), brings nearly 20 years of experience to 
government relations and public policy issues management, serving a broad range 
of clients. 
 
Charles R. (Charlie) Brown, the principal of Cascade Government Affairs, provides 
sophisticated advocacy and experienced political insight, coupled with thorough 
reporting on a timely basis to his clients.  Dr. Frank Hewins, former Superintendent 
for Franklin Pierce School District and Heidi Kay Walters, Attorney will also provide 
direct legislative and executive office agency engagement in partnership with 
WSPA and Cascade Government Affairs. 

Washington School Personnel Association December 2018 

The mission of the Washington School Personnel Association is to provide leadership in promoting effective human resource practices within the 
education community through legislative involvement, professional development activities and a broad-based resource network.   

 
Washington School Personnel Association 
PO Box 1600 Anacortes, Washington 98221  

Phone: 360-825-1415  Email: admin@wspa.net  *www.wspa.net 
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Upcoming Events 

 Randy Hathaway Scholarship 
Applications Close January 
11, 2019 

 21st Century Bargaining     
Workshop - Tukwila  
January 11, 2019 

 21st Century Bargaining    
Workshop - Spokane  
January 25, 2019 

 WSPA Board Meeting  
February 24, 2019 

 WSPA Annual Conference 
Three Rivers Conference  
Center, Tri-Cities  
February 24-27, 2019 

 
 WSPA Board Elections -    

Call for Nominations -  
March 4, 2019 

 
 Washington Educator Career 

Fair 
Spokane Convention Center 
March 13, 2019 

 WSPA Board Elections Open 
March 26, 2019 

 Washington Educator Career 
Fair  

Tacoma Dome Arena  
March 27, 2019 

WSPA Board of Directors and  

Administrative Team 

2018-2019 
Shaun Carey, WSPA President 

Tina Konsmo, President-Elect 

Kurt Schonberg, Immediate Past President 

Chris Callaham, Treasurer 

Janet Hodson, Secretary 

Curtis Leonard, Executive Director 

Jennifer Tottenham, Program Coordinator  

Region 1 Co-Representatives: Jane Rausch and Kim Harmon 

Region 2 Co-Representatives: Toni Neidhold and Doug Christensen 

Region 3: Marilyn Boerke 

Region 4 Co-Representatives: Stacia Dorman and Dawn Long 

Region 5 Co-Representatives: Denise Kennedy and Chelle Lente 

Region 6 Co-Representatives: Debbie Kovacs and Jason Thompson 

 

Did you know that each region offers training, support, and great 

networking opportunities? Visit our Region Information page for 

schedules contact information, and ways to get involved and     

connected: https://www.wspa.net/region-information 

W
S
P
A
_F
oc
us
_N

ew
sl
et
te
r_
12
_2
01
8.
pd
f



From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  12/10/2018 06:21:59 PM

To:  finnie@skschools.org

Subject:  WSPA Updates

Attachments:  WSPA_Focus_Newsletter_12_2018.pdf    
 

Hello,

First, let us wish you a happy holiday season and prosperous New Year. We can't believe how fast the year is moving and hope
that you will find some rest and relaxation over the winter holidays. 

WSPA has a lot of exciting things happening in the new year and we hope you will join us at one of our many workshops and
conferences. In addition to our professional development events, we are also working to finalize our legislative priorities and
develop our work plan with Cascade Government Affairs as our new legislative liaison. You can read more about their
organization and the work they will be doing on behalf of our members in the attached newsletter. 

We have several events now open for registration -- please visit our website at www.wspa.net for registration and additional
information: 

21st Century Bargaining Workshop - TUKWILA

January 11, 209
DoubleTree Suites by Hilton at Southcenter, Tukwila

21st Century Bargaining Workshop - SPOKANE

January 25, 2019
DoubleTree Suites by Hilton at City Center Spokane

WSPA Annual Conference

Pre-Conference February 24, 2019
February 25-27, 2019
Three Rivers Convention Center, Kennewick

Washington Educator Career Fair - SPOKANE

March 13, 2019
Spokane Convention Center 

Washington Educator Career Fair - TACOMA

March 27, 2019
Tacoma Dome Arena 

Thank you, 

Washington School Personnel Association

This email was sent to finnie@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggEJx-2F5xJSAL2n61zMXAiHxo-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0iwfzo0EYWMUXyMbPr1VYi-2FsfV0aGq-2FGTvYBWcpCSA-2BUPBXeN-2FMka2LtHx6hUaGY3q6uLvzOtotSJePxgotkEvszOmVPbRpuJyJAQA3pJ0UMpwns6lMSaTCG4Oeyh4-2FUGaChBUZGf3etAwFvNxhjdQ8XDl8-2FmlYC9Eb0pZcP6fEm-2FEYkpx58vju8SnmorqxaYyGUGcwfzNgQ67zf67XA2LhrycrrFZe3FlPMqVp44F0b6pbCoSdblPmAYfx-2Fi-2FduIQ-3D-3D
mailto:finnie@skschools.org
mailto:admin@wspa.net
http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggK3881Vr2DUvqtBkuZB4aKhFS8JsZENPslY6B9Adx-2BH3YWpyPHAb2A1qB63-2FHXDfvr664YUMwhH8cq9NqjiD41nfnMY1P5e49YfBo3Juzz7fMU-2FPxEoca35J5pgazTJ73A-3D-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0iwfzo0EYWMUXyMbPr1VYi-2FsfV0aGq-2FGTvYBWcpCSA-2BUPBXeN-2FMka2LtHx6hUaGY3q6uLvzOtotSJePxgotkEvtrf-2Bd4Vlbt2WtKLGlAoZAwPyQSxbmzJvwLcyzSQaotZ2qdADrESFZQBjCF8FFfplY-2Bhi0AfKbZLG8p-2BHoxPMdW7Vq5-2FmY8E4NkaUESfXufG8r8fl-2Bgk67XjY4FU0qM-2BYygGOgt-2BXSKFUbeTiUZz-2Bfi11IobXzICIOrB-2FsvK0-2Bfmg-3D-3D
http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggE9KrYjJJxpZw9KYbMUcuFoybBH7Io4ModvI9CKgVSBbpmWmfuwMfOqP6vCEhq6wKA-3D-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0iwfzo0EYWMUXyMbPr1VYi-2FsfV0aGq-2FGTvYBWcpCSA-2BUPBXeN-2FMka2LtHx6hUaGY3q6uLvzOtotSJePxgotkEvu8agyFC8zNYV21J1TAYQReLOv5CrRI-2FpCOs3PmWOWOqUbMkcJ0lcAB0iOTm9sDwapSkwBMv2Ngdp6ecDkjkRbbSgpI8m4PA3n-2FKvpe2EqQRQb8ZZnQw8hFwlxJ4IgpO0RoM5U4cQx3rjavBh7y9oKnj6TOZ183UdzrkGxz6J-2BDkQ-3D-3D
http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggE9KrYjJJxpZw9KYbMUcuFrZ3uZJsoLz4hc7P9LVNSvx_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0iwfzo0EYWMUXyMbPr1VYi-2FsfV0aGq-2FGTvYBWcpCSA-2BUPBXeN-2FMka2LtHx6hUaGY3q6uLvzOtotSJePxgotkEvv2whfdbVoQP2sapvGlLMo77Om7Zt8Pw-2BSeaDxzJCUfcjbflXDtP3UnKc1M-2Fn0FkAkiNzZIiYXnxVEjMK4hp2vcGQqktOk7pp-2FnmroRz4kATWS61nc2EDVZQy-2FXS73yN8w7-2B-2FbE1JurB-2FzZu47MI9LTd5r6Zxe-2FnAPz-2Fvy2-2FQ5wQg-3D-3D


WSPA focus  

“The partnership     

between WSPA and 

Cascade Government 

Affairs will provide a 

proactive effort to 

promote the interests 

of WSPA to the     

Washington State    

Legislature, the Office 

of the Governor, and 

OSPI on all school 

funding matters  

- Curtis Leonard,  

Executive Director 

 

In This Issue 

 Introducing 

Cascade    

Government 

Affairs 

 Meet our Board 

of Directors 

 Upcoming 

Events 

WSPA Welcomes New Legislative Liaison:  

Cascade Government Affairs 
Cascade Government Affairs has contracted with WSPA to provide legislative   

services for the 2018-2019 year.  

 Lobbying services — including state legislative and executive office engage-
ment—promoting the best interests of Washington State School Districts on all 
matters of school funding.   

 Strategic Legislative Counseling Issue Monitoring — monitor and identify pro-
posed bills that would be of interest and/or concern to WSPA members, dis-
cuss issues affecting WSPA with legislators, represent and testify on behalf of 
the association, develop legislative proposals and amendments to bills as di-
rected by WSPA.  

 Reporting, Communications, and Education — providing regular updates on 
the status of key legislative issues, development of background information 
and educational materials on issues for dissemination to key decision makers.  

Cascade Government Affairs, LLC (CGA), brings nearly 20 years of experience to 
government relations and public policy issues management, serving a broad range 
of clients. 
 
Charles R. (Charlie) Brown, the principal of Cascade Government Affairs, provides 
sophisticated advocacy and experienced political insight, coupled with thorough 
reporting on a timely basis to his clients.  Dr. Frank Hewins, former Superintendent 
for Franklin Pierce School District and Heidi Kay Walters, Attorney will also provide 
direct legislative and executive office agency engagement in partnership with 
WSPA and Cascade Government Affairs. 

Washington School Personnel Association December 2018 

The mission of the Washington School Personnel Association is to provide leadership in promoting effective human resource practices within the 
education community through legislative involvement, professional development activities and a broad-based resource network.   

 
Washington School Personnel Association 
PO Box 1600 Anacortes, Washington 98221  

Phone: 360-825-1415  Email: admin@wspa.net  *www.wspa.net 
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Upcoming Events 

 Randy Hathaway Scholarship 
Applications Close January 
11, 2019 

 21st Century Bargaining     
Workshop - Tukwila  
January 11, 2019 

 21st Century Bargaining    
Workshop - Spokane  
January 25, 2019 

 WSPA Board Meeting  
February 24, 2019 

 WSPA Annual Conference 
Three Rivers Conference  
Center, Tri-Cities  
February 24-27, 2019 

 
 WSPA Board Elections -    

Call for Nominations -  
March 4, 2019 

 
 Washington Educator Career 

Fair 
Spokane Convention Center 
March 13, 2019 

 WSPA Board Elections Open 
March 26, 2019 

 Washington Educator Career 
Fair  

Tacoma Dome Arena  
March 27, 2019 

WSPA Board of Directors and  

Administrative Team 

2018-2019 
Shaun Carey, WSPA President 

Tina Konsmo, President-Elect 

Kurt Schonberg, Immediate Past President 

Chris Callaham, Treasurer 

Janet Hodson, Secretary 

Curtis Leonard, Executive Director 

Jennifer Tottenham, Program Coordinator  

Region 1 Co-Representatives: Jane Rausch and Kim Harmon 

Region 2 Co-Representatives: Toni Neidhold and Doug Christensen 

Region 3: Marilyn Boerke 

Region 4 Co-Representatives: Stacia Dorman and Dawn Long 

Region 5 Co-Representatives: Denise Kennedy and Chelle Lente 

Region 6 Co-Representatives: Debbie Kovacs and Jason Thompson 

 

Did you know that each region offers training, support, and great 

networking opportunities? Visit our Region Information page for 

schedules contact information, and ways to get involved and     

connected: https://www.wspa.net/region-information 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  12/10/2018 06:25:13 PM

To:  tallman@skschools.org

Subject:  WSPA Updates

Attachments:  WSPA_Focus_Newsletter_12_2018.pdf    
 

Hello,

First, let us wish you a happy holiday season and prosperous New Year. We can't believe how fast the year is moving and hope
that you will find some rest and relaxation over the winter holidays. 

WSPA has a lot of exciting things happening in the new year and we hope you will join us at one of our many workshops and
conferences. In addition to our professional development events, we are also working to finalize our legislative priorities and
develop our work plan with Cascade Government Affairs as our new legislative liaison. You can read more about their
organization and the work they will be doing on behalf of our members in the attached newsletter. 

We have several events now open for registration -- please visit our website at www.wspa.net for registration and additional
information: 

21st Century Bargaining Workshop - TUKWILA

January 11, 209
DoubleTree Suites by Hilton at Southcenter, Tukwila

21st Century Bargaining Workshop - SPOKANE

January 25, 2019
DoubleTree Suites by Hilton at City Center Spokane

WSPA Annual Conference

Pre-Conference February 24, 2019
February 25-27, 2019
Three Rivers Convention Center, Kennewick

Washington Educator Career Fair - SPOKANE

March 13, 2019
Spokane Convention Center 

Washington Educator Career Fair - TACOMA

March 27, 2019
Tacoma Dome Arena 

Thank you, 

Washington School Personnel Association

This email was sent to tallman@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggEJx-2F5xJSAL2n61zMXAiHxo-3D_cBF5CzpWSzckjckMPh1XLpwe5chnUc-2FHPzGmx-2B2XXPT8X7B5nRycuRNeNQFOFfAKK4buYrgyi4eAjQIdg9K5Vm3gQIz7GvyBNaQl2TH4-2Fke6H0fdiAbTBczvvEbGcLE5LwvonRdL-2BG-2BARLK8YesEQfqUEHgGaLEBOgAPm-2BVR0lgx3ozwBsUQ35YLh4Ln4SBL4r3B3kthsr1O21smphKMEV54qQTMrZeh0N2AGXt-2F-2FINOTk5WGd7X-2BriLtsyWOhicch2Es5zxxAFPDJOAmw8kG51EL5DpcgvpKS2jso9jX90Ms5up0IAjeR0lvHoFPCVhN08RoFeM68-2BzzRo4cai6FQ-3D-3D
mailto:tallman@skschools.org
mailto:admin@wspa.net
http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggK3881Vr2DUvqtBkuZB4aKhFS8JsZENPslY6B9Adx-2BH3amIiazXMy5Cyz2h3slWBWtpmFsxOnULnBo-2B5l-2Bjh9Q8r6mu0DexigX5kZCKo9dkNVfgebtdqPGcUsEK-2FDNeH2A-3D-3D_cBF5CzpWSzckjckMPh1XLpwe5chnUc-2FHPzGmx-2B2XXPT8X7B5nRycuRNeNQFOFfAKK4buYrgyi4eAjQIdg9K5Vm3gQIz7GvyBNaQl2TH4-2Fke6H0fdiAbTBczvvEbGcLE5LwvonRdL-2BG-2BARLK8YesEQfqUEHgGaLEBOgAPm-2BVR0lgx3ozwBsUQ35YLh4Ln4SBLwNRQHPY-2BDUZMoF14lYCcaA7-2Fj-2BSx9NNcmDtm12LHEHf1wzKPMTDVl8icn4hD698MGjN4-2FyPvqUkLj4cdAscx3gUJC4liIfgllN63gt-2BGoQXZcRpmlhbwGJnFYVj-2Bzou-2BopyArQ0qGEyX0qErWaMlXA-3D-3D
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WSPA focus  

“The partnership     

between WSPA and 

Cascade Government 

Affairs will provide a 

proactive effort to 

promote the interests 

of WSPA to the     

Washington State    

Legislature, the Office 

of the Governor, and 

OSPI on all school 

funding matters  

- Curtis Leonard,  

Executive Director 

 

In This Issue 

 Introducing 

Cascade    

Government 

Affairs 

 Meet our Board 

of Directors 

 Upcoming 

Events 

WSPA Welcomes New Legislative Liaison:  

Cascade Government Affairs 
Cascade Government Affairs has contracted with WSPA to provide legislative   

services for the 2018-2019 year.  

 Lobbying services — including state legislative and executive office engage-
ment—promoting the best interests of Washington State School Districts on all 
matters of school funding.   

 Strategic Legislative Counseling Issue Monitoring — monitor and identify pro-
posed bills that would be of interest and/or concern to WSPA members, dis-
cuss issues affecting WSPA with legislators, represent and testify on behalf of 
the association, develop legislative proposals and amendments to bills as di-
rected by WSPA.  

 Reporting, Communications, and Education — providing regular updates on 
the status of key legislative issues, development of background information 
and educational materials on issues for dissemination to key decision makers.  

Cascade Government Affairs, LLC (CGA), brings nearly 20 years of experience to 
government relations and public policy issues management, serving a broad range 
of clients. 
 
Charles R. (Charlie) Brown, the principal of Cascade Government Affairs, provides 
sophisticated advocacy and experienced political insight, coupled with thorough 
reporting on a timely basis to his clients.  Dr. Frank Hewins, former Superintendent 
for Franklin Pierce School District and Heidi Kay Walters, Attorney will also provide 
direct legislative and executive office agency engagement in partnership with 
WSPA and Cascade Government Affairs. 

Washington School Personnel Association December 2018 

The mission of the Washington School Personnel Association is to provide leadership in promoting effective human resource practices within the 
education community through legislative involvement, professional development activities and a broad-based resource network.   

 
Washington School Personnel Association 
PO Box 1600 Anacortes, Washington 98221  

Phone: 360-825-1415  Email: admin@wspa.net  *www.wspa.net 
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Upcoming Events 

 Randy Hathaway Scholarship 
Applications Close January 
11, 2019 

 21st Century Bargaining     
Workshop - Tukwila  
January 11, 2019 

 21st Century Bargaining    
Workshop - Spokane  
January 25, 2019 

 WSPA Board Meeting  
February 24, 2019 

 WSPA Annual Conference 
Three Rivers Conference  
Center, Tri-Cities  
February 24-27, 2019 

 
 WSPA Board Elections -    

Call for Nominations -  
March 4, 2019 

 
 Washington Educator Career 

Fair 
Spokane Convention Center 
March 13, 2019 

 WSPA Board Elections Open 
March 26, 2019 

 Washington Educator Career 
Fair  

Tacoma Dome Arena  
March 27, 2019 

WSPA Board of Directors and  

Administrative Team 

2018-2019 
Shaun Carey, WSPA President 

Tina Konsmo, President-Elect 

Kurt Schonberg, Immediate Past President 

Chris Callaham, Treasurer 

Janet Hodson, Secretary 

Curtis Leonard, Executive Director 

Jennifer Tottenham, Program Coordinator  

Region 1 Co-Representatives: Jane Rausch and Kim Harmon 

Region 2 Co-Representatives: Toni Neidhold and Doug Christensen 

Region 3: Marilyn Boerke 

Region 4 Co-Representatives: Stacia Dorman and Dawn Long 

Region 5 Co-Representatives: Denise Kennedy and Chelle Lente 

Region 6 Co-Representatives: Debbie Kovacs and Jason Thompson 

 

Did you know that each region offers training, support, and great 

networking opportunities? Visit our Region Information page for 

schedules contact information, and ways to get involved and     

connected: https://www.wspa.net/region-information 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  12/10/2018 06:14:59 PM

To:  holsten@skschools.org

Subject:  WSPA Updates

Attachments:  WSPA_Focus_Newsletter_12_2018.pdf    
 

Hello,

First, let us wish you a happy holiday season and prosperous New Year. We can't believe how fast the year is moving and hope
that you will find some rest and relaxation over the winter holidays. 

WSPA has a lot of exciting things happening in the new year and we hope you will join us at one of our many workshops and
conferences. In addition to our professional development events, we are also working to finalize our legislative priorities and
develop our work plan with Cascade Government Affairs as our new legislative liaison. You can read more about their
organization and the work they will be doing on behalf of our members in the attached newsletter. 

We have several events now open for registration -- please visit our website at www.wspa.net for registration and additional
information: 

21st Century Bargaining Workshop - TUKWILA

January 11, 209
DoubleTree Suites by Hilton at Southcenter, Tukwila

21st Century Bargaining Workshop - SPOKANE

January 25, 2019
DoubleTree Suites by Hilton at City Center Spokane

WSPA Annual Conference

Pre-Conference February 24, 2019
February 25-27, 2019
Three Rivers Convention Center, Kennewick

Washington Educator Career Fair - SPOKANE

March 13, 2019
Spokane Convention Center 

Washington Educator Career Fair - TACOMA

March 27, 2019
Tacoma Dome Arena 

Thank you, 

Washington School Personnel Association

This email was sent to holsten@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggEJx-2F5xJSAL2n61zMXAiHxo-3D_nzn24k8Og3qOpeAqciW9IJ12X9Y1msiPjPzSF4hjkRwzcQxT5-2Bzhf7EOQtWEtREhI1isROdaRc6DoxBEMkPKL-2Bnwy46DQfXDXE0ftzJfJ7T3yzDnESm7iyAnmtzCeQkFAm6S9oR-2BMj2yDxQonqJcHJkAKppU7V5ugr-2FYVuh1JEK69FT3L-2BN9zAeSsBkFOEfoW2FWd0UicjErwYOZu9QytAA7yuqEfi9L5YgS2XNN7LB3UGopL2H5U7QKVubLogMgNBUdfMj6MP0DUHKc81aM-2BZUjRCBMhT-2Bn9-2FwTcSG5lEiTGllAWy14nYOQQVRFX2I-2B7s7rhp1tih-2BIG6zcfLhE5w-3D-3D
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http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggK3881Vr2DUvqtBkuZB4aKhFS8JsZENPslY6B9Adx-2BH3pi9AMDlp5-2FnD6W-2FkV0GwK4odGBEptAJuo90iQZgW4N-2F4HWDSunyy4udC881Jft06RekgMDsRRK7dRE932IIYKg-3D-3D_nzn24k8Og3qOpeAqciW9IJ12X9Y1msiPjPzSF4hjkRwzcQxT5-2Bzhf7EOQtWEtREhI1isROdaRc6DoxBEMkPKL-2Bnwy46DQfXDXE0ftzJfJ7T3yzDnESm7iyAnmtzCeQkFAm6S9oR-2BMj2yDxQonqJcHJkAKppU7V5ugr-2FYVuh1JEK69FT3L-2BN9zAeSsBkFOEfooDaCyXO4ZRNdEHg7dgw58YzxxvC-2F0xjepatJzdEPey3o-2BU6Z0qQqqOKswemSJTuo3OPcmBuUHaehdYWEuIY-2Fu3wxwymRMtW-2BHZSUta1ltg-2BO4NaA15YrWxMAlZsYYfX-2F8WS1dmlJfoA2NmU3m-2BYmvw-3D-3D
http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggE9KrYjJJxpZw9KYbMUcuFoybBH7Io4ModvI9CKgVSBbpmWmfuwMfOqP6vCEhq6wKA-3D-3D_nzn24k8Og3qOpeAqciW9IJ12X9Y1msiPjPzSF4hjkRwzcQxT5-2Bzhf7EOQtWEtREhI1isROdaRc6DoxBEMkPKL-2Bnwy46DQfXDXE0ftzJfJ7T3yzDnESm7iyAnmtzCeQkFAm6S9oR-2BMj2yDxQonqJcHJkAKppU7V5ugr-2FYVuh1JEK69FT3L-2BN9zAeSsBkFOEfohx9TLoh-2BDpbIYNcprBelF-2Fy828L4oyNm8-2FV7FTmEwTR-2BCr-2FvVVLiajVN-2FKUqB3YobZD5dRuDrlxKhobcuPoaHtrfKyZN3nZ3lKdL1xdT-2B-2FsSAvhntuijzzxl1v7XVYCkdZOuirzbvNpfGyQ39IqGig-3D-3D
http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggE9KrYjJJxpZw9KYbMUcuFrZ3uZJsoLz4hc7P9LVNSvx_nzn24k8Og3qOpeAqciW9IJ12X9Y1msiPjPzSF4hjkRwzcQxT5-2Bzhf7EOQtWEtREhI1isROdaRc6DoxBEMkPKL-2Bnwy46DQfXDXE0ftzJfJ7T3yzDnESm7iyAnmtzCeQkFAm6S9oR-2BMj2yDxQonqJcHJkAKppU7V5ugr-2FYVuh1JEK69FT3L-2BN9zAeSsBkFOEfo1JPcuprJh31Tak1o1bqNSeJuHn4hG1dvk17o6xWLNxyZNxvMxcepQ2dWnQh64BVKBSnNj6V4BJficjyTnk7DhCSkrncu1JM-2FbzKl1f9Tvz9PmzCvf60zUGrpivFbRyVs1HIrVx-2BHeJ6isX3wB3aGYw-3D-3D
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WSPA Welcomes New Legislative Liaison:  

Cascade Government Affairs 
Cascade Government Affairs has contracted with WSPA to provide legislative   

services for the 2018-2019 year.  

 Lobbying services — including state legislative and executive office engage-
ment—promoting the best interests of Washington State School Districts on all 
matters of school funding.   

 Strategic Legislative Counseling Issue Monitoring — monitor and identify pro-
posed bills that would be of interest and/or concern to WSPA members, dis-
cuss issues affecting WSPA with legislators, represent and testify on behalf of 
the association, develop legislative proposals and amendments to bills as di-
rected by WSPA.  

 Reporting, Communications, and Education — providing regular updates on 
the status of key legislative issues, development of background information 
and educational materials on issues for dissemination to key decision makers.  

Cascade Government Affairs, LLC (CGA), brings nearly 20 years of experience to 
government relations and public policy issues management, serving a broad range 
of clients. 
 
Charles R. (Charlie) Brown, the principal of Cascade Government Affairs, provides 
sophisticated advocacy and experienced political insight, coupled with thorough 
reporting on a timely basis to his clients.  Dr. Frank Hewins, former Superintendent 
for Franklin Pierce School District and Heidi Kay Walters, Attorney will also provide 
direct legislative and executive office agency engagement in partnership with 
WSPA and Cascade Government Affairs. 

Washington School Personnel Association December 2018 

The mission of the Washington School Personnel Association is to provide leadership in promoting effective human resource practices within the 
education community through legislative involvement, professional development activities and a broad-based resource network.   
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Upcoming Events 

 Randy Hathaway Scholarship 
Applications Close January 
11, 2019 

 21st Century Bargaining     
Workshop - Tukwila  
January 11, 2019 

 21st Century Bargaining    
Workshop - Spokane  
January 25, 2019 

 WSPA Board Meeting  
February 24, 2019 

 WSPA Annual Conference 
Three Rivers Conference  
Center, Tri-Cities  
February 24-27, 2019 

 
 WSPA Board Elections -    

Call for Nominations -  
March 4, 2019 

 
 Washington Educator Career 

Fair 
Spokane Convention Center 
March 13, 2019 

 WSPA Board Elections Open 
March 26, 2019 

 Washington Educator Career 
Fair  

Tacoma Dome Arena  
March 27, 2019 

WSPA Board of Directors and  

Administrative Team 

2018-2019 
Shaun Carey, WSPA President 

Tina Konsmo, President-Elect 

Kurt Schonberg, Immediate Past President 

Chris Callaham, Treasurer 

Janet Hodson, Secretary 

Curtis Leonard, Executive Director 

Jennifer Tottenham, Program Coordinator  

Region 1 Co-Representatives: Jane Rausch and Kim Harmon 

Region 2 Co-Representatives: Toni Neidhold and Doug Christensen 

Region 3: Marilyn Boerke 

Region 4 Co-Representatives: Stacia Dorman and Dawn Long 

Region 5 Co-Representatives: Denise Kennedy and Chelle Lente 

Region 6 Co-Representatives: Debbie Kovacs and Jason Thompson 

 

Did you know that each region offers training, support, and great 

networking opportunities? Visit our Region Information page for 

schedules contact information, and ways to get involved and     

connected: https://www.wspa.net/region-information 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  12/10/2018 06:13:14 PM

To:  stewartj@skschools.org

Subject:  WSPA Updates

Attachments:  WSPA_Focus_Newsletter_12_2018.pdf    
 

Hello,

First, let us wish you a happy holiday season and prosperous New Year. We can't believe how fast the year is moving and hope
that you will find some rest and relaxation over the winter holidays. 

WSPA has a lot of exciting things happening in the new year and we hope you will join us at one of our many workshops and
conferences. In addition to our professional development events, we are also working to finalize our legislative priorities and
develop our work plan with Cascade Government Affairs as our new legislative liaison. You can read more about their
organization and the work they will be doing on behalf of our members in the attached newsletter. 

We have several events now open for registration -- please visit our website at www.wspa.net for registration and additional
information: 

21st Century Bargaining Workshop - TUKWILA

January 11, 209
DoubleTree Suites by Hilton at Southcenter, Tukwila

21st Century Bargaining Workshop - SPOKANE

January 25, 2019
DoubleTree Suites by Hilton at City Center Spokane

WSPA Annual Conference

Pre-Conference February 24, 2019
February 25-27, 2019
Three Rivers Convention Center, Kennewick

Washington Educator Career Fair - SPOKANE

March 13, 2019
Spokane Convention Center 

Washington Educator Career Fair - TACOMA

March 27, 2019
Tacoma Dome Arena 

Thank you, 

Washington School Personnel Association

This email was sent to stewartj@skschools.org by admin@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy
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WSPA Welcomes New Legislative Liaison:  

Cascade Government Affairs 
Cascade Government Affairs has contracted with WSPA to provide legislative   

services for the 2018-2019 year.  

 Lobbying services — including state legislative and executive office engage-
ment—promoting the best interests of Washington State School Districts on all 
matters of school funding.   

 Strategic Legislative Counseling Issue Monitoring — monitor and identify pro-
posed bills that would be of interest and/or concern to WSPA members, dis-
cuss issues affecting WSPA with legislators, represent and testify on behalf of 
the association, develop legislative proposals and amendments to bills as di-
rected by WSPA.  

 Reporting, Communications, and Education — providing regular updates on 
the status of key legislative issues, development of background information 
and educational materials on issues for dissemination to key decision makers.  

Cascade Government Affairs, LLC (CGA), brings nearly 20 years of experience to 
government relations and public policy issues management, serving a broad range 
of clients. 
 
Charles R. (Charlie) Brown, the principal of Cascade Government Affairs, provides 
sophisticated advocacy and experienced political insight, coupled with thorough 
reporting on a timely basis to his clients.  Dr. Frank Hewins, former Superintendent 
for Franklin Pierce School District and Heidi Kay Walters, Attorney will also provide 
direct legislative and executive office agency engagement in partnership with 
WSPA and Cascade Government Affairs. 

Washington School Personnel Association December 2018 

The mission of the Washington School Personnel Association is to provide leadership in promoting effective human resource practices within the 
education community through legislative involvement, professional development activities and a broad-based resource network.   
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Upcoming Events 

 Randy Hathaway Scholarship 
Applications Close January 
11, 2019 

 21st Century Bargaining     
Workshop - Tukwila  
January 11, 2019 

 21st Century Bargaining    
Workshop - Spokane  
January 25, 2019 

 WSPA Board Meeting  
February 24, 2019 

 WSPA Annual Conference 
Three Rivers Conference  
Center, Tri-Cities  
February 24-27, 2019 

 
 WSPA Board Elections -    

Call for Nominations -  
March 4, 2019 

 
 Washington Educator Career 

Fair 
Spokane Convention Center 
March 13, 2019 

 WSPA Board Elections Open 
March 26, 2019 

 Washington Educator Career 
Fair  

Tacoma Dome Arena  
March 27, 2019 

WSPA Board of Directors and  

Administrative Team 

2018-2019 
Shaun Carey, WSPA President 

Tina Konsmo, President-Elect 

Kurt Schonberg, Immediate Past President 

Chris Callaham, Treasurer 

Janet Hodson, Secretary 

Curtis Leonard, Executive Director 

Jennifer Tottenham, Program Coordinator  

Region 1 Co-Representatives: Jane Rausch and Kim Harmon 

Region 2 Co-Representatives: Toni Neidhold and Doug Christensen 

Region 3: Marilyn Boerke 

Region 4 Co-Representatives: Stacia Dorman and Dawn Long 

Region 5 Co-Representatives: Denise Kennedy and Chelle Lente 

Region 6 Co-Representatives: Debbie Kovacs and Jason Thompson 

 

Did you know that each region offers training, support, and great 

networking opportunities? Visit our Region Information page for 

schedules contact information, and ways to get involved and     

connected: https://www.wspa.net/region-information 
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From:  monaglej@skschools.org

Sent time:  12/13/2018 01:14:46 PM

To:  cleonard@wspa.net

Subject:  WSPA Member Request from South Kitsap School District
 

Hey Curtis!
 
South Kitsap School District has a member request. 
 
South Kitsap School District would like to know how other districts are breaking out the sub‐fund account code when preparing
for the upcoming budget season. How are you determining which accounts are coded to non‐local revenue sources (0) and
which accounts are coded to local revenue sources (1)?
 
Thanks! If they could email me with any information, that would be fantastic!
 
Jamie Monagle
Acting Director of Human Resources
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone:  360-874-7071
Fax:       360-874-7076
Email:   monaglej@skschools.org
 



From:  jensenv@skschools.org
Sent time:  12/14/2018 10:59:34 AM
To:  cleonard@wspa.net
Cc:  johnsonMW@mukilteo.wednet.edu
Subject:  Exit Survey
Attachments:  Voluntary Exit Survey Form 632.pdf    

 

Hi Mike,
We ask staff who are leaving to fill out the attached exit survey. Most of them don’t put anything of any major significance on
the forms but sometimes there are items  on it that we do look into.
Hope this helps 😊
 
 
VVivian Jensen
Human Resource Specialist
South Kitsap School District
360-874-7077
Fax 360-874-7076
 
From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Friday, December 14, 2018 9:30 AM
To: Jensen, Vivian <jensenv@skschools.org>
Subject: MEMBER REQUEST
 

Mike Johnson from the Mukilteo School District has the following question:

We are looking to improve our exit interview which is conducted when an employee resigns or retires.

 

Please send your responses directly to: johnsonMW@mukilteo.wednet.edu

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 

This email was sent to jensenv@skschools.org by cleonard@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy



Employee's Name Location

CLASSIFIED
CERTIFICATED

FORM 632South Kitsap School District 
Human Resources 

2689 Hoover Ave SE  
Port Orchard WA  98366 

(360) 874-7079 / (360) 874-7076 FAX

VOLUNTARY EMPLOYEE EXIT SURVEY 

South Kitsap School District greatly appreciates the service you have provided to the students, staff, and community.  In 
order to continuously improve our operations, we would like to ask for your thoughts as you separate employment. 
Please take a few moments to complete the questions below and return it to Human Resources.  If you have any 
questions, please call us at (360) 874-7074.  This survey is voluntary.  The information you provide will be used to evaluate 
the work environment and make changes or improvements where needed. 
  
  
 

Position/Assignment
Number of Years Employed 
in South Kitsap School District

Reason(s) for leaving  (Please check all that apply):

  Another Job  Health

 Promotion  Continuing Education   Family Care

  Higher Salary

  Other  (Please specify)

  Personal

 Problems on  the Job

 Retirement

 Relocation

Work Environment

1.   Were you satisfied with your work environment?

1) Very Satisfied  2) Moderately Satisfied  3) No Opinion  4) Moderately Dissatisfied   5) Very Dissatisfied  6) Not Applicable

2.   Were you satisfied with your job location?

3.   Were you satisfied with your working conditions?

4.   Were you treated with respect and consideration?

5.   Did you feel that you worked in a safe environment?

February 14, 2013

 6) Not Applicable  5) Very Dissatisfied 4) Moderately Dissatisfied 3) No Opinion 2) Moderately Satisfied1) Very Satisfied

 6) Not Applicable  5) Very Dissatisfied 4) Moderately Dissatisfied 3) No Opinion 2) Moderately Satisfied1) Very Satisfied

 6) Not Applicable  5) Very Dissatisfied 4) Moderately Dissatisfied 3) No Opinion 2) Moderately Satisfied1) Very Satisfied

 6) Not Applicable  5) Very Dissatisfied 4) Moderately Dissatisfied 3) No Opinion 2) Moderately Satisfied1) Very Satisfied

Please continue to page 2    

Please rate each of the following items to indicate your level of satisfaction:
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VOLUNTARY EMPLOYEE EXIT SURVEY 
FORM 632Page 2

Supervision

6.   Were you satisfied with the consistency of supervision when performing job duties?

7.   Were performance expectations clearly defined?

Professional Growth

8.   Were you satisfied with your opportunity for growth?

9.   Was the training you received adequate for the job you performed?

10.  Were you encouraged to seek more training to enhance your growth on the job?

District

11.  Did you feel supported by the District?

12.  Were you satisfied with the employee benefit programs available to you?

13.  Were you satisfied with the District's educational philosophy?

14.  Did you feel appreciated as an employee of the District?

15.  If the opportunity presented itself, would you return to South Kitsap School District?

 6) Not Applicable  5) Very Dissatisfied 4) Moderately Dissatisfied 3) No Opinion 2) Moderately Satisfied1) Very Satisfied

 6) Not Applicable  5) Very Dissatisfied 4) Moderately Dissatisfied 3) No Opinion 2) Moderately Satisfied1) Very Satisfied

 6) Not Applicable  5) Very Dissatisfied 4) Moderately Dissatisfied 3) No Opinion 2) Moderately Satisfied1) Very Satisfied

 6) Not Applicable  5) Very Dissatisfied 4) Moderately Dissatisfied 3) No Opinion 2) Moderately Satisfied1) Very Satisfied

 6) Not Applicable  5) Very Dissatisfied 4) Moderately Dissatisfied 3) No Opinion 2) Moderately Satisfied1) Very Satisfied

 6) Not Applicable  5) Very Dissatisfied 4) Moderately Dissatisfied 3) No Opinion 2) Moderately Satisfied1) Very Satisfied

 6) Not Applicable  5) Very Dissatisfied 4) Moderately Dissatisfied 3) No Opinion 2) Moderately Satisfied1) Very Satisfied

 6) Not Applicable  5) Very Dissatisfied 4) Moderately Dissatisfied 3) No Opinion 2) Moderately Satisfied1) Very Satisfied

 6) Not Applicable  5) Very Dissatisfied 4) Moderately Dissatisfied 3) No Opinion 2) Moderately Satisfied1) Very Satisfied

 6) Not Applicable  5) Very Dissatisfied 4) Moderately Dissatisfied 3) No Opinion 2) Moderately Satisfied1) Very Satisfied

COMMENTS 
  
 

Thank you for your input. 
Best wishes for your continued success!

February 14, 2013
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Print Form



From:  stewartj@skschools.org

Sent time:  12/14/2018 10:29:33 AM

To:  CynthiaMcVeigh@sjisd.wednet.edu

Cc:  cleonard@wspa.net; jensenv@skschools.org; tallman@skschools.org; monaglej@skschools.org

Subject:  Interpreter and Translator Certificates
 

Good morning,
 
SKSD requires the following:
 

Interpreter Certification – ASL or SEE as determined by the District based on program need, or equivalent
knowledge.

Educational interpreters employed by SKSD must have successfully achieved a score of 3.5 on the performance
portion of the Education Interpreter Performance Assessment (EIPA) or hold Registry of Interpreters for the Deaf
(RID) certification and pass the written assessment of the EIPA.

Jackie Stewart
Human Resources Specialist
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone: (360) 874‐7082
Fax: (360) 874‐7076
Email: stewartj@skschools.org
 



From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  12/14/2018 09:21:29 AM

To:  holsten@skschools.org

Subject:  MEMBER REQUEST
 

Good morning WSPA members! A few requests for you! Thanks, 

 

Christine Alaniz from Clarkston School District is asking if anyone has a good source for mandatory labor law posters?  Or are
you just using the free posters?

We currently have an All-in-One SpaceSaver poster that we have been ordering, and I am looking for a new source.

Please send your responses directly to: alanizc@csdk12.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

Curtis 

This email was sent to holsten@skschools.org by cleonard@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:holsten@skschools.org
mailto:cleonard@wspa.net
http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggK3881Vr2DUvqtBkuZB4aKhFS8JsZENPslY6B9Adx-2BH32StLsJFX8O1CEX0ne-2BeIVmj1NZMtvD1PRTHoiwHVIZ2AjtPVJ6zmYMJfBAwWE06wc4vt-2B3zi7TyEJz1kdcnOMg-3D-3D_nzn24k8Og3qOpeAqciW9IJ12X9Y1msiPjPzSF4hjkRwzcQxT5-2Bzhf7EOQtWEtREhI1isROdaRc6DoxBEMkPKL0dz-2Fqql6h2Wm0LU3SWN1-2BJHE20z3-2FjJ9XnuqtH3UXpuwvEGEo5cw5-2BfdbLYY0wnFqp8tUmEe1b232q6jPgxWJ6qpKUynBM-2B6YB51939oLLIYwU9Gyks6DnTnPcnkQGU6UGTTMvihRq3lBpjRpF-2BN2Wp1CvGy1mtbl8c2LUQHiH889r4-2Bxbh4vq0MhWgpjCG7Gombid8mxaX3jR4ioElclJ51y-2FLePwvoSTXv7-2BuNZOtpfjlOm24JGYQFp8lUspMUQ-3D-3D
http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggE9KrYjJJxpZw9KYbMUcuFoybBH7Io4ModvI9CKgVSBbpmWmfuwMfOqP6vCEhq6wKA-3D-3D_nzn24k8Og3qOpeAqciW9IJ12X9Y1msiPjPzSF4hjkRwzcQxT5-2Bzhf7EOQtWEtREhI1isROdaRc6DoxBEMkPKL0dz-2Fqql6h2Wm0LU3SWN1-2BJHE20z3-2FjJ9XnuqtH3UXpuwvEGEo5cw5-2BfdbLYY0wnFqp8tUmEe1b232q6jPgxWJ6qpKUynBM-2B6YB51939oLLIIMOYavYfCcklv4aqztizMfkC3wVQ-2Fm8TlXRzgMMbP6KB7nkqYIFkzRz5qUlwrYiF0am9Sq8KXbEVby03aulqamB9srW6mcjzgv-2Fv9Fw7UkMUUcu7TyYYrjfs2VZKrfMH-2BnPaZXXx6IP1GDsB3x6UTg-3D-3D
http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggE9KrYjJJxpZw9KYbMUcuFrZ3uZJsoLz4hc7P9LVNSvx_nzn24k8Og3qOpeAqciW9IJ12X9Y1msiPjPzSF4hjkRwzcQxT5-2Bzhf7EOQtWEtREhI1isROdaRc6DoxBEMkPKL0dz-2Fqql6h2Wm0LU3SWN1-2BJHE20z3-2FjJ9XnuqtH3UXpuwvEGEo5cw5-2BfdbLYY0wnFqp8tUmEe1b232q6jPgxWJ6qpKUynBM-2B6YB51939oLLI2dPbiTDjUqhWlEN1SBoHBNj-2F9ZcxHvGvoJwOgxPNihr44NZU-2FPJZ-2FiV-2FI1aRPvWZL8n6n4iuj9jl2S-2BeVmRR1hGHYehu98JmVL-2BcYCu9cCGELNNVlSO7cnIoY5qZS3Cq0JFYisvhZGl91rYOXDfCpw-3D-3D


From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  12/14/2018 09:22:22 AM

To:  finnie@skschools.org

Subject:  MEMBER REQUEST
 

Good morning WSPA members! A few requests for you! Thanks, 

 

Christine Alaniz from Clarkston School District is asking if anyone has a good source for mandatory labor law posters?  Or are
you just using the free posters?

We currently have an All-in-One SpaceSaver poster that we have been ordering, and I am looking for a new source.

Please send your responses directly to: alanizc@csdk12.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

Curtis 

This email was sent to finnie@skschools.org by cleonard@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:finnie@skschools.org
mailto:cleonard@wspa.net
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http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggE9KrYjJJxpZw9KYbMUcuFrZ3uZJsoLz4hc7P9LVNSvx_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0qwZcAu-2Br-2FNi2qdSQ4lfURic1ooB194iqedFUvC2SpwzcQ7P4KuylDjDzexIsqPeJOgnaKTGqvugM7wCgKR8Lsk5a2ZDytXenm3hCgAWx7DdfbSNoxid7aNozwGVohsWY9xA1gv0HBAQT3XK3UIuYGId7vbVg-2BZPgVVY3k2IWZhMMy0IktFAeEEU8WkNxSqKw9IJX5agFgap-2BRxSNDWmsQD29WUitoI3SZ-2BTJ0mO7soYTPjrCNzTljW-2BExojIAo6KQ-3D-3D


From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  12/14/2018 09:22:48 AM

To:  tallman@skschools.org

Subject:  MEMBER REQUEST
 

Good morning WSPA members! A few requests for you! Thanks, 

 

Christine Alaniz from Clarkston School District is asking if anyone has a good source for mandatory labor law posters?  Or are
you just using the free posters?

We currently have an All-in-One SpaceSaver poster that we have been ordering, and I am looking for a new source.

Please send your responses directly to: alanizc@csdk12.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

Curtis 

This email was sent to tallman@skschools.org by cleonard@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  12/14/2018 09:21:18 AM

To:  stewartj@skschools.org

Subject:  MEMBER REQUEST
 

Good morning WSPA members! A few requests for you! Thanks, 

 

Christine Alaniz from Clarkston School District is asking if anyone has a good source for mandatory labor law posters?  Or are
you just using the free posters?

We currently have an All-in-One SpaceSaver poster that we have been ordering, and I am looking for a new source.

Please send your responses directly to: alanizc@csdk12.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

Curtis 

This email was sent to stewartj@skschools.org by cleonard@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  12/14/2018 09:23:43 AM

To:  jensenv@skschools.org

Subject:  MEMBER REQUEST
 

Good morning WSPA members! A few requests for you! Thanks, 

 

Christine Alaniz from Clarkston School District is asking if anyone has a good source for mandatory labor law posters?  Or are
you just using the free posters?

We currently have an All-in-One SpaceSaver poster that we have been ordering, and I am looking for a new source.

Please send your responses directly to: alanizc@csdk12.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

Curtis 
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  12/14/2018 09:21:18 AM

To:  monaglej@skschools.org

Subject:  MEMBER REQUEST
 

Good morning WSPA members! A few requests for you! Thanks, 

 

Christine Alaniz from Clarkston School District is asking if anyone has a good source for mandatory labor law posters?  Or are
you just using the free posters?

We currently have an All-in-One SpaceSaver poster that we have been ordering, and I am looking for a new source.

Please send your responses directly to: alanizc@csdk12.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

Curtis 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  12/18/2018 07:05:08 AM

To:  tallman@skschools.org

Subject:  Registration now open: WSPA Annual Conference
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We encourage you to attend this valuable and meaningful conference. 
Each day provides relevant and useful sessions, the chance to meet with State partners and vendors, 
and most importantly -- the opportunity to make connections and build relationships with your colleagues. 

Pre-conference: Sunday, February 24,2019
Conference: February 25-27, 2019
Three Rivers Convention Center - Kennewick 

Please join us for the pre-conference session: "Grow Your Own" Teacher Academy

"Grow Your Own" Teacher Academy 
Presenters: Franklin Pierce School District
Sunday, February 24, 2018
1:30-4:30 pm
$75.00

Conference sessions to include: 

Post-Strike Relationship Building
Sick Leave
Paid Family Leave
Alternate Routes to Certification
Paraeducator Testing
Non-Renewal of Administrators
Employees and Social Media
How to Communicate Legislative Changes
Equity and Recruitment
Transgender Employees and the Classroom Experience
Fiscal and HR Implications of SEBB
Best Practices: RIF and Budget Cuts
Onboarding and Paperless Hiring Practices
Final agenda coming soon!

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register and for conference details 

We look forward to seeing you there!

Region 2
Washington School Personnel Association 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  12/18/2018 07:02:52 AM

To:  stewartj@skschools.org

Subject:  Registration now open: WSPA Annual Conference
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We encourage you to attend this valuable and meaningful conference. 
Each day provides relevant and useful sessions, the chance to meet with State partners and vendors, 
and most importantly -- the opportunity to make connections and build relationships with your colleagues. 

Pre-conference: Sunday, February 24,2019
Conference: February 25-27, 2019
Three Rivers Convention Center - Kennewick 

Please join us for the pre-conference session: "Grow Your Own" Teacher Academy

"Grow Your Own" Teacher Academy 
Presenters: Franklin Pierce School District
Sunday, February 24, 2018
1:30-4:30 pm
$75.00

Conference sessions to include: 

Post-Strike Relationship Building
Sick Leave
Paid Family Leave
Alternate Routes to Certification
Paraeducator Testing
Non-Renewal of Administrators
Employees and Social Media
How to Communicate Legislative Changes
Equity and Recruitment
Transgender Employees and the Classroom Experience
Fiscal and HR Implications of SEBB
Best Practices: RIF and Budget Cuts
Onboarding and Paperless Hiring Practices
Final agenda coming soon!

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register and for conference details 

We look forward to seeing you there!

Region 2
Washington School Personnel Association 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  12/18/2018 07:03:09 AM

To:  holsten@skschools.org

Subject:  Registration now open: WSPA Annual Conference
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We encourage you to attend this valuable and meaningful conference. 
Each day provides relevant and useful sessions, the chance to meet with State partners and vendors, 
and most importantly -- the opportunity to make connections and build relationships with your colleagues. 

Pre-conference: Sunday, February 24,2019
Conference: February 25-27, 2019
Three Rivers Convention Center - Kennewick 

Please join us for the pre-conference session: "Grow Your Own" Teacher Academy

"Grow Your Own" Teacher Academy 
Presenters: Franklin Pierce School District
Sunday, February 24, 2018
1:30-4:30 pm
$75.00

Conference sessions to include: 

Post-Strike Relationship Building
Sick Leave
Paid Family Leave
Alternate Routes to Certification
Paraeducator Testing
Non-Renewal of Administrators
Employees and Social Media
How to Communicate Legislative Changes
Equity and Recruitment
Transgender Employees and the Classroom Experience
Fiscal and HR Implications of SEBB
Best Practices: RIF and Budget Cuts
Onboarding and Paperless Hiring Practices
Final agenda coming soon!

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register and for conference details 

We look forward to seeing you there!

Region 2
Washington School Personnel Association 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  12/18/2018 07:02:53 AM

To:  monaglej@skschools.org

Subject:  Registration now open: WSPA Annual Conference
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We encourage you to attend this valuable and meaningful conference. 
Each day provides relevant and useful sessions, the chance to meet with State partners and vendors, 
and most importantly -- the opportunity to make connections and build relationships with your colleagues. 

Pre-conference: Sunday, February 24,2019
Conference: February 25-27, 2019
Three Rivers Convention Center - Kennewick 

Please join us for the pre-conference session: "Grow Your Own" Teacher Academy

"Grow Your Own" Teacher Academy 
Presenters: Franklin Pierce School District
Sunday, February 24, 2018
1:30-4:30 pm
$75.00

Conference sessions to include: 

Post-Strike Relationship Building
Sick Leave
Paid Family Leave
Alternate Routes to Certification
Paraeducator Testing
Non-Renewal of Administrators
Employees and Social Media
How to Communicate Legislative Changes
Equity and Recruitment
Transgender Employees and the Classroom Experience
Fiscal and HR Implications of SEBB
Best Practices: RIF and Budget Cuts
Onboarding and Paperless Hiring Practices
Final agenda coming soon!

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register and for conference details 

We look forward to seeing you there!

Region 2
Washington School Personnel Association 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  12/18/2018 07:06:24 AM

To:  jensenv@skschools.org

Subject:  Registration now open: WSPA Annual Conference
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We encourage you to attend this valuable and meaningful conference. 
Each day provides relevant and useful sessions, the chance to meet with State partners and vendors, 
and most importantly -- the opportunity to make connections and build relationships with your colleagues. 

Pre-conference: Sunday, February 24,2019
Conference: February 25-27, 2019
Three Rivers Convention Center - Kennewick 

Please join us for the pre-conference session: "Grow Your Own" Teacher Academy

"Grow Your Own" Teacher Academy 
Presenters: Franklin Pierce School District
Sunday, February 24, 2018
1:30-4:30 pm
$75.00

Conference sessions to include: 

Post-Strike Relationship Building
Sick Leave
Paid Family Leave
Alternate Routes to Certification
Paraeducator Testing
Non-Renewal of Administrators
Employees and Social Media
How to Communicate Legislative Changes
Equity and Recruitment
Transgender Employees and the Classroom Experience
Fiscal and HR Implications of SEBB
Best Practices: RIF and Budget Cuts
Onboarding and Paperless Hiring Practices
Final agenda coming soon!

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register and for conference details 

We look forward to seeing you there!

Region 2
Washington School Personnel Association 
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From:  Jennifer Tottenham <waspa@memberclicks-mail.net>

Sent time:  12/18/2018 07:04:32 AM

To:  finnie@skschools.org

Subject:  Registration now open: WSPA Annual Conference
 

Hello, 

WSPA and Region 2 are pleased to announce that registration to the Annual Conference 2019 is now open!

We encourage you to attend this valuable and meaningful conference. 
Each day provides relevant and useful sessions, the chance to meet with State partners and vendors, 
and most importantly -- the opportunity to make connections and build relationships with your colleagues. 

Pre-conference: Sunday, February 24,2019
Conference: February 25-27, 2019
Three Rivers Convention Center - Kennewick 

Please join us for the pre-conference session: "Grow Your Own" Teacher Academy

"Grow Your Own" Teacher Academy 
Presenters: Franklin Pierce School District
Sunday, February 24, 2018
1:30-4:30 pm
$75.00

Conference sessions to include: 

Post-Strike Relationship Building
Sick Leave
Paid Family Leave
Alternate Routes to Certification
Paraeducator Testing
Non-Renewal of Administrators
Employees and Social Media
How to Communicate Legislative Changes
Equity and Recruitment
Transgender Employees and the Classroom Experience
Fiscal and HR Implications of SEBB
Best Practices: RIF and Budget Cuts
Onboarding and Paperless Hiring Practices
Final agenda coming soon!

Optional Evening Activity: Paint n' Sip Night

On Monday evening, attendees will have the opportunity to attend a Paint n' Sip activity
$10 registration fee
Registration fee includes all supplies, one drink ticket, light appetizers, and evening of fun and creativity. 

Please click here to register and for conference details 

We look forward to seeing you there!

Region 2
Washington School Personnel Association 
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From:  tallman@skschools.org

Sent time:  12/19/2018 09:38:35 AM

To:  admin@wspa.net

Cc:  paton@skschools.org

Subject:  Job Posting
 

Good morning,
We have just submitted our Director of Business Services job posting to WSPA, and on the initial submission I don’t believe it
included the PDF job description. If you see two of these postings come through for South Kitsap SD, is there a way to delete
the one without the attachment?
 
Thank you!
 
Rachel Tallman
HR Specialist, MBA
South Kitsap School District
2689 Hoover Avenue SE
Port Orchard, WA 98366
tallman@skschools.org
360‐874‐7083
 

mailto:tallman@skschools.org


From:  Nicoara, Alex (Cristina A) <nicoarac@bsd405.org>

Sent time:  12/21/2018 09:57:07 AM

To:  Stewart, Jackie <stewartj@skschools.org>

Subject:  FW: Safety Checklist

Attachments:  Safety Orientation Checklist 2018.doc    
 

 
 
Alexandra (Alex) Nicoara Benefits Specialist
Human Resources Department
12111 NE 1s t St, Bellevue, WA 98005
Phone 425-456-4076 | Fax 425-456-4078 
nicoarac@bsd405.org
 
BELLEVUE SCHOOL DISTRICT
BENEFITS Forms&Information  LEAVES questions  BSD405.org 
 
 
From: Carrie Wetteland <cwetteland@whiteriver.wednet.edu> 
Sent: Friday, December 21, 2018 9:16 AM
To: Nicoara, Alex (Cristina A) <nicoarac@bsd405.org>
Cc: cleonard@wspa.net
Subject: Safety Checklist
 

Alex,
Per your request through WSPA I've attached the Safety Orientation
checklist we use here at White River.  At new employee orientation in HR
we have all new regular employees and subs view a brief (about 10
minute) Powerpoint Presentation on Safety.  We acknowledge (fill out the
top portion) and give them a Safety Handbook.  We then give a copy of
the form to the regular employee with instructions to complete a site
specific Safety Orientation at their building in their first two weeks of
employment (bottom portion).  Yes, this does mean following up
(sometimes more than once!) to make sure it gets done!
 
Hope you find this in some way useful!
Happy Holidays!
Carrie Wetteland
Classified HR Coordinator
White River School District
240 North A Street
P O Box 2050
Buckley, WA  98321
(360) 829‐3824
Fax (360) 829‐3843
 
 
****************************************************************************************************************************
This message may contain confidential or proprietary information intended only for the use of the addressee(s) named above or may contain information that is legally privileged. If you are not the
intended addressee, or the person responsible for delivering it to the intended addressee you are hereby notified that reading, disseminating, distributing or copying this message is strictly prohibited.
If you have received this message by mistake, please immediately notify us by replying to the message and delete the original message and any copies immediately thereafter.  Thank you.
****************************************************************************************************************************

https://www.google.com/maps/place/Bellevue+School+District/@47.6105891,-122.1808103,17z/data=!3m1!4b1!4m5!3m4!1s0x54906c5e199d5733:0x883ef343aa63411a!8m2!3d47.6105891!4d-122.1786216
mailto:nicoarac@bsd405.org
https://bsd405.sharepoint.com/sites/humanresources/SitePages/Benefits.aspx
mailto:leaves@bsd405.org
http://www.bsd405.org/


         WHITE RIVER SCHOOL DISTRICT NO. 416 

                      240 North A Street  P O Box 2050  Buckley, WA  98321  (360) 829-0600 

SAFETY ORIENTATION / JOB SAFETY CHECKLIST  

 
Employee’s Name ______________________________________ Position ________________________________________________ 
 
Supervisor’s Name _____________________________________ Building/Location _________________________________________ 
 

ACCIDENT PREVENTION SAFETY PROGRAM 

 

This training will include the following:                        PowerPoint Safety Orientation Presentation (self-guided)   
                                                                                           Handout:  Job Safety and Health Handbook                                                                                
                                                                                           An opportunity for interactive questions and answers                              
 

Purpose of Orientation Hazardous Communication Program 

District Safety Policy Lock-out/Tag-out Program 

Accident (Injury) Reporting/Investigation Personal Protective Equipment 

First Aid Requirements Safety Rules 

Safety Committee Operation of Machinery 

Emergency Actions Safety Bulletin Boards 

Hazard Reporting Responsibilities 

The above items have been presented to the employee and I believe he/she can perform their assigned duties in a safe manner. 

 
   

District Representative’s Signature  Date 
 
I have received orientation on the above items and have been issued a copy of the “Employee Safety and Health Handbook”.  I 
have also been given the opportunity for questions and answers.   

 
   

Employee’s Signature  Date 
 

 

SITE ORIENTATION (to be completed by site supervisor)  Building: __________________________________ 

 
❑ Shown where the written Accident-Prevention/Safety program is located. 
❑ Shown the location of the Material Safety Data Sheets for the chemicals that are used. 
❑ Told to whom to report to in case of “On-The-Job Injury” (for information & forms.) 
❑ Shown where the Safety Bulletin Board is located. 
❑ Shown where the First-Aid supplies are located and who to call for first aid. 
❑ Shown where the Exits and Fire Extinguishers are located and the route from the assigned workstation. 
❑ Told what to do during any Emergencies that could be expected to occur. 
 
I have instructed the employee on the above items and   I have received orientation on the above items: 
believe he/she can perform assigned duties in a safe manner: 
 
 
_____________________________________________________  _______________________________________________ 
Trainer Signature    Date   Employee’s Signature   Date 
 
 

 
RETURN COMPLETED CHECKLIST TO HUMAN RESOURCES 
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  12/21/2018 07:52:26 AM

To:  stewartj@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning! Here are a few WSPA member requests for your consideration!

 

Alex Nicoara from Bellevue School District would like to know if any other districts have a Safety Checklist as part of  the
orientation process that they complete with their supervisors on their first day at their location. Thank you.

This is what we have now but looking to update:

General overview of operation, procedures, methods & hazards as they relate to your specific job and duties.

Emergency Plan
Exit locations and evacuation routes
Use of firefighting equipment (extinguishers, hose)
Specific procedures (medical, chemical, fire, etc.)
First Aid supplies, equipment, and training
Obtaining treatment
Location of facilities
Location and names of staff who are CPR/First Aid trained
Location of MSDS (Material Safety Data Sheet) Notebook
How to file a Labor & Industries Claim (Worker's Compensation)

Please send your responses directly to: nicoarac@bsd405.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 

This email was sent to stewartj@skschools.org by cleonard@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:stewartj@skschools.org
mailto:cleonard@wspa.net
http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggK3881Vr2DUvqtBkuZB4aKhFS8JsZENPslY6B9Adx-2BH3RGvqcPotYbBhY96Ly-2BRul2s5OkpiPk4IeLRQN7Cwd5-2FM7on7IX9cY3UqreOyxrCG4oIALwHV-2F-2FiRzciQ-2B1ZJwQ-3D-3D_kmqSwegD0GEk3FSxKpQbnBJcTZMtK7sfNoiNVgtVhQ7JpB-2FAbAuLG6EMQ04BoILNaejdJEZPBQZodozuvz1nff9UAN-2BFA4oEWxyel3O6I0lV5hrxmr-2FrFb0CWtQIIPQWf3aohj0EFZDjD86vogKvcAvOGGcZzTSQrkGOVABi2q9PHS51KEsaXKrq1yAhRRpJi-2Fj3Lm3gHKaDWyMCRikw9wXOKI5yid0AkLynsJsgF7UeUgRwKbg4f9dNFFrN85bUC-2FKtGjo3T-2BCuSAbprzhWZq9vs6Gdq0HrL3bEDy38gX5sAq-2Fdh8-2B-2Fqqrs8Iy43yirdK5H08ScaBWRpdEOGWgWTA-3D-3D
http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggE9KrYjJJxpZw9KYbMUcuFoybBH7Io4ModvI9CKgVSBbpmWmfuwMfOqP6vCEhq6wKA-3D-3D_kmqSwegD0GEk3FSxKpQbnBJcTZMtK7sfNoiNVgtVhQ7JpB-2FAbAuLG6EMQ04BoILNaejdJEZPBQZodozuvz1nff9UAN-2BFA4oEWxyel3O6I0lV5hrxmr-2FrFb0CWtQIIPQWf3aohj0EFZDjD86vogKvcAvOGGcZzTSQrkGOVABi2q9PHS51KEsaXKrq1yAhRRpJjav7BR-2B8Pk0IA6Q0uLSOPWUfhd2CgfBBKW02aIxCU0umswD1yKDRPYEsA-2BKAxu1OyykqKF4plOSNyjKcgp9ZFaDO92jdxfv3gsciGesghm3edW3xo-2BlboVUX4WapD8Bx8aG9Tnkf3-2BQ3xA08aqvrjw-3D-3D
http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggE9KrYjJJxpZw9KYbMUcuFrZ3uZJsoLz4hc7P9LVNSvx_kmqSwegD0GEk3FSxKpQbnBJcTZMtK7sfNoiNVgtVhQ7JpB-2FAbAuLG6EMQ04BoILNaejdJEZPBQZodozuvz1nff9UAN-2BFA4oEWxyel3O6I0lV5hrxmr-2FrFb0CWtQIIPQWf3aohj0EFZDjD86vogKvcAvOGGcZzTSQrkGOVABi2q9PHS51KEsaXKrq1yAhRRpJrtTpgYG4Q0wZ359iGTBY3RCKwQHuoZOAWCf09oyAf-2FNUuwWyZm6oyHXSZm6SYXR-2F5Qzw17spQCgbvWH2iJZUgaUVePO9rlPEPtVhuOlANX7dp5iQB49I1L1A00ZEXxLnW-2Bj-2FozvwiSRoDmnaifbNIg-3D-3D


From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  12/21/2018 07:52:46 AM

To:  finnie@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning! Here are a few WSPA member requests for your consideration!

 

Alex Nicoara from Bellevue School District would like to know if any other districts have a Safety Checklist as part of  the
orientation process that they complete with their supervisors on their first day at their location. Thank you.

This is what we have now but looking to update:

General overview of operation, procedures, methods & hazards as they relate to your specific job and duties.

Emergency Plan
Exit locations and evacuation routes
Use of firefighting equipment (extinguishers, hose)
Specific procedures (medical, chemical, fire, etc.)
First Aid supplies, equipment, and training
Obtaining treatment
Location of facilities
Location and names of staff who are CPR/First Aid trained
Location of MSDS (Material Safety Data Sheet) Notebook
How to file a Labor & Industries Claim (Worker's Compensation)

Please send your responses directly to: nicoarac@bsd405.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 
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Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:finnie@skschools.org
mailto:cleonard@wspa.net
http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggK3881Vr2DUvqtBkuZB4aKhFS8JsZENPslY6B9Adx-2BH3z9ZqajVqzEssRsYwoahBOLYxW-2F5bkXiqwY6pzwGWAQ8VsYlHga9HgpJH5wzaRUxZLV-2B3XD7Wn7yzTDNcu-2BcEMg-3D-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0pXmHthbMMAzHMZ-2FEj-2BEtlPiysom9BLR6yO8-2BEiZbhqvS-2BgTIyCYgygyHXdAqdn0a6r4N7UijRHYDKV8rPVdZbiT-2BbQ86GrFbBpNPFxD9DBq6kBaW3tXcgQBAT6uEvIeNMrZPV0ciLmGDUAUAg356ClD-2BAUZHwcdO3zbBr4zIcMyNIDvEJfxs4c-2FwStw8H0oepk6nDsV6znNyLMnWP9G-2FNtGMvYqhu0D1N7cjOZZ8upEeogSG-2FXrmBdOj-2F69rajU-2Fw-3D-3D
http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggE9KrYjJJxpZw9KYbMUcuFoybBH7Io4ModvI9CKgVSBbpmWmfuwMfOqP6vCEhq6wKA-3D-3D_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0pXmHthbMMAzHMZ-2FEj-2BEtlPiysom9BLR6yO8-2BEiZbhqvS-2BgTIyCYgygyHXdAqdn0a6r4N7UijRHYDKV8rPVdZbh1Z0ffDOQWoj-2FIdufqpfNtmanRJNkFjopCliwMiBf7HkldXh7d54pviOIf80dVM9q0-2BAuZZNB5vTgQI8Yd6Ug5brAZUjYitn4w-2BU4nhYLbiSTRSoeOq4RTjNZDtXJ7-2BRnNqABDNzmkI7vgpDoL2lAgu4LgilJ-2F4HKBu4PJwH7b1w-3D-3D
http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggE9KrYjJJxpZw9KYbMUcuFrZ3uZJsoLz4hc7P9LVNSvx_vlAsYe8fEpdUvAKMNc6u0r-2FEyaPa6EGFWmRqKEtLJd0554kX4DCADEuXxPbr0HmIpu7r7igNcY0dWpxGuTgJ0pXmHthbMMAzHMZ-2FEj-2BEtlPiysom9BLR6yO8-2BEiZbhqvS-2BgTIyCYgygyHXdAqdn0a6r4N7UijRHYDKV8rPVdZbj6DzE1pkIQGIXzrPkBA2ozmaRcrHeA-2FAn31Zv9wvjlh0aQbyB9zEB6dQZfTc2HFpY61Fh3kc-2FEbLpKlfSxXUOkNDEwg1W-2BDvKPRn4PkzCTVnUsjlt-2Fqplg1u-2BsqHL7z-2FzQvWF57KUkpEsHMVvpGbaDkZx6EcMlW5eamjq72-2FpYRQ-3D-3D


From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  12/21/2018 07:53:12 AM

To:  jensenv@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning! Here are a few WSPA member requests for your consideration!

 

Alex Nicoara from Bellevue School District would like to know if any other districts have a Safety Checklist as part of  the
orientation process that they complete with their supervisors on their first day at their location. Thank you.

This is what we have now but looking to update:

General overview of operation, procedures, methods & hazards as they relate to your specific job and duties.

Emergency Plan
Exit locations and evacuation routes
Use of firefighting equipment (extinguishers, hose)
Specific procedures (medical, chemical, fire, etc.)
First Aid supplies, equipment, and training
Obtaining treatment
Location of facilities
Location and names of staff who are CPR/First Aid trained
Location of MSDS (Material Safety Data Sheet) Notebook
How to file a Labor & Industries Claim (Worker's Compensation)

Please send your responses directly to: nicoarac@bsd405.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  12/21/2018 07:52:30 AM

To:  holsten@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning! Here are a few WSPA member requests for your consideration!

 

Alex Nicoara from Bellevue School District would like to know if any other districts have a Safety Checklist as part of  the
orientation process that they complete with their supervisors on their first day at their location. Thank you.

This is what we have now but looking to update:

General overview of operation, procedures, methods & hazards as they relate to your specific job and duties.

Emergency Plan
Exit locations and evacuation routes
Use of firefighting equipment (extinguishers, hose)
Specific procedures (medical, chemical, fire, etc.)
First Aid supplies, equipment, and training
Obtaining treatment
Location of facilities
Location and names of staff who are CPR/First Aid trained
Location of MSDS (Material Safety Data Sheet) Notebook
How to file a Labor & Industries Claim (Worker's Compensation)

Please send your responses directly to: nicoarac@bsd405.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  12/21/2018 07:52:26 AM

To:  monaglej@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning! Here are a few WSPA member requests for your consideration!

 

Alex Nicoara from Bellevue School District would like to know if any other districts have a Safety Checklist as part of  the
orientation process that they complete with their supervisors on their first day at their location. Thank you.

This is what we have now but looking to update:

General overview of operation, procedures, methods & hazards as they relate to your specific job and duties.

Emergency Plan
Exit locations and evacuation routes
Use of firefighting equipment (extinguishers, hose)
Specific procedures (medical, chemical, fire, etc.)
First Aid supplies, equipment, and training
Obtaining treatment
Location of facilities
Location and names of staff who are CPR/First Aid trained
Location of MSDS (Material Safety Data Sheet) Notebook
How to file a Labor & Industries Claim (Worker's Compensation)

Please send your responses directly to: nicoarac@bsd405.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 
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From:  Curtis Leonard <waspa@memberclicks-mail.net>

Sent time:  12/21/2018 07:52:55 AM

To:  tallman@skschools.org

Subject:  MEMBER REQUEST
 

Good Morning! Here are a few WSPA member requests for your consideration!

 

Alex Nicoara from Bellevue School District would like to know if any other districts have a Safety Checklist as part of  the
orientation process that they complete with their supervisors on their first day at their location. Thank you.

This is what we have now but looking to update:

General overview of operation, procedures, methods & hazards as they relate to your specific job and duties.

Emergency Plan
Exit locations and evacuation routes
Use of firefighting equipment (extinguishers, hose)
Specific procedures (medical, chemical, fire, etc.)
First Aid supplies, equipment, and training
Obtaining treatment
Location of facilities
Location and names of staff who are CPR/First Aid trained
Location of MSDS (Material Safety Data Sheet) Notebook
How to file a Labor & Industries Claim (Worker's Compensation)

Please send your responses directly to: nicoarac@bsd405.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 

This email was sent to tallman@skschools.org by cleonard@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy

mailto:tallman@skschools.org
mailto:cleonard@wspa.net
http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggK3881Vr2DUvqtBkuZB4aKhFS8JsZENPslY6B9Adx-2BH3yvxBmoce6zmtXRuMMbY6pL4Uzaswu22gBhj9p6ZjsvYuEFMXqlfX6F6bJBGEFEqJkEUtfB5kY0UfzIMrtLGNKQ-3D-3D_cBF5CzpWSzckjckMPh1XLpwe5chnUc-2FHPzGmx-2B2XXPT8X7B5nRycuRNeNQFOFfAKK4buYrgyi4eAjQIdg9K5VtUPEdd-2BJBxPLDxb427XuQpSafiQoXBaJBnYpJvLl0MOgdTPFwxcr1VHbsQKXVUsJiE3q0-2F4Uot4nqWDik25JAcOw04CbsV9g-2F3dSG9V68y8pZg9A2TVMF92G2h7pHN2qPpe0uHGOivZ0rCou0wAhknc6X-2FGakTKtyQTowxD-2BZGcV6tFa7XjrJcclMk5yBYttXb2nurJOM3uwMknRhfchhdULD5y9q-2FfbXyqzT7ibUoqVxNOX6PJN8zKc1vp9IHTJg-3D-3D
http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggE9KrYjJJxpZw9KYbMUcuFoybBH7Io4ModvI9CKgVSBbpmWmfuwMfOqP6vCEhq6wKA-3D-3D_cBF5CzpWSzckjckMPh1XLpwe5chnUc-2FHPzGmx-2B2XXPT8X7B5nRycuRNeNQFOFfAKK4buYrgyi4eAjQIdg9K5VtUPEdd-2BJBxPLDxb427XuQpSafiQoXBaJBnYpJvLl0MOgdTPFwxcr1VHbsQKXVUsJiE3q0-2F4Uot4nqWDik25JAcOw04CbsV9g-2F3dSG9V68y8re7exrya8lUgcedxxYdn4gN-2F3ZFrViQdmdCPlhvjibHydOcPveatGnZZH3IGehkg5wxukTPBW1I6VEjRE1Pc7O5WHM2cyYpH8aaearsfDiQXIYe6PuW164mhTtEBtLEBu3OXr0XX0Vxkyp1aaAYGmg-3D-3D
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From:  stewartj@skschools.org

Sent time:  12/21/2018 08:18:56 AM

To:  nicoarac@bsd405.org

Cc:  cleonard@wspa.net; monaglej@skschools.org; jensenv@skschools.org; tallman@skschools.org

Subject:  RE: MEMBER REQUEST
 

Good morning,
 
We do not have a formalized process.  I know in each building cover some of the listed items but not all.  Please forward any
information from other districts that do have a Safety Checklist as part of their new employee orientation.  Thank you!
 
Jackie Stewart
Human Resources Specialist
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone: (360) 874‐7082
Fax: (360) 874‐7076
Email: stewartj@skschools.org
 
 
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Friday, December 21, 2018 7:52 AM
To: Stewart, Jackie <stewartj@skschools.org>
Subject: MEMBER REQUEST
 

Good Morning! Here are a few WSPA member requests for your consideration!

 

Alex Nicoara from Bellevue School District would like to know if any other districts have a Safety Checklist as part of  the
orientation process that they complete with their supervisors on their first day at their location. Thank you.

This is what we have now but looking to update:

General overview of operation, procedures, methods & hazards as they relate to your specific job and duties.

Emergency Plan
Exit locations and evacuation routes
Use of firefighting equipment (extinguishers, hose)
Specific procedures (medical, chemical, fire, etc.)
First Aid supplies, equipment, and training
Obtaining treatment
Location of facilities
Location and names of staff who are CPR/First Aid trained
Location of MSDS (Material Safety Data Sheet) Notebook
How to file a Labor & Industries Claim (Worker's Compensation)

Please send your responses directly to: nicoarac@bsd405.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 

mailto:nicoarac@bsd405.org
mailto:cleonard@wspa.net


This email was sent to stewartj@skschools.org by cleonard@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy
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http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggE9KrYjJJxpZw9KYbMUcuFoybBH7Io4ModvI9CKgVSBbpmWmfuwMfOqP6vCEhq6wKA-3D-3D_kmqSwegD0GEk3FSxKpQbnBJcTZMtK7sfNoiNVgtVhQ7JpB-2FAbAuLG6EMQ04BoILNaejdJEZPBQZodozuvz1nff9UAN-2BFA4oEWxyel3O6I0lV5hrxmr-2FrFb0CWtQIIPQWf3aohj0EFZDjD86vogKvcAvOGGcZzTSQrkGOVABi2q9PHS51KEsaXKrq1yAhRRpJjav7BR-2B8Pk0IA6Q0uLSOPWUfhd2CgfBBKW02aIxCU0umswD1yKDRPYEsA-2BKAxu1OyykqKF4plOSNyjKcgp9ZFaDO92jdxfv3gsciGesghm3edW3xo-2BlboVUX4WapD8Bx8aG9Tnkf3-2BQ3xA08aqvrjw-3D-3D
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From:  stewartj@skschools.org

Sent time:  12/21/2018 08:24:52 AM

To:  garnold@mvsd320.org

Cc:  cleonard@wspa.net; monaglej@skschools.org; jensenv@skschools.org; tallman@skschools.org

Subject:  RE: MEMBER REQUEST

Attachments:  
DISTRICT SECURITY OFFICER (190 DAYS).docx     DISTRICT SECURITY OFFICER (ROVING).docx     DISTRICT SECURITY
OFFICER (LEAD).docx    

 

Hello Grace,
 
I have attached our Security Officer positions job descriptions.  If you have any further questions, please let me know.  Thanks!
 
Jackie Stewart
Human Resources Specialist
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone: (360) 874‐7082
Fax: (360) 874‐7076
Email: stewartj@skschools.org
 
 
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Friday, December 21, 2018 7:55 AM
To: Stewart, Jackie <stewartj@skschools.org>
Subject: MEMBER REQUEST
 

Grace Arnold from Mount Vernon School District is seeking Security Officer job descriptions.  

 

Please send your responses directly to: garnold@mvsd320.org

Also, cc your responses to: cleonard@wspa.net

 

Thanks, 

 

Curtis 

This email was sent to stewartj@skschools.org by cleonard@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy
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http://clicks.memberclicks-mail.net/wf/click?upn=MXdInb-2BtL-2BzM8dtnNx2ggE9KrYjJJxpZw9KYbMUcuFrZ3uZJsoLz4hc7P9LVNSvx_kmqSwegD0GEk3FSxKpQbnBJcTZMtK7sfNoiNVgtVhQ7JpB-2FAbAuLG6EMQ04BoILNaejdJEZPBQZodozuvz1nfcWvaD83OZq-2BDNvzQ1ublosFOzIcrfhgU0RWVg-2Bv-2Bhs32s0f0ayCr5xcsaN-2FPC9CKSiwaMwGkt0xFzNvDRQ0Vd01MqsKqKkPAWwfJ8iovMWc99GUOFMKH7-2BbjDYUnGwoyJfOX9D-2FZNQvvQVZMDF6Q7WJRui-2F14QiPID7LPl0424EaLm4Gp21vBbz2kitV99IxySglQI5umhitcHO533Nkx3D6nhpLsAA5Gez9v9wPNnKYl7ZNKwOSXI2GwIp7NtpZQ-3D-3D


JOB DESCRIPTION: District Security Officer (190 Days) 

DAYS PER YEAR: 190 Calendar                                                   HOURS PER DAY: 8.0 

JOB SUMMARY: 
This position reports to the Assistant Director of Safety, Security & Emergency Management, Facilities & Operations 
Department and is responsible for maintaining order and discipline, preventing crime, investigating student violations 
of school board policies, and detaining students violating the law and/or school board policies on school district 
property or at school-sponsored events and is responsible solely for ensuring the safety, security, and welfare of all 
students, faculty, staff, and visitors at any District facility.  This position assists the administrative staff of all District 
schools and facilities with enforcing policies and procedures for the safe and orderly operation of schools and 
facilities at the building level.  Position may rotate among several schools and facilities – but is more usually assigned 
to just one – throughout each day and week traveling via personal or District-owned vehicle to cover absences or 
emergencies if necessary. 

DUTIES AND RESPONSIBILITIES 

This list of essential functions is not exhaustive and may be supplemented as necessary. 

1. Assists building administrators (e.g. patrols building and parking lot premises; monitors hallways, grounds, 
and adjacent areas during school hours and during extracurricular events) for the purpose of maintaining a 
safe and secure environment for students and staff. 

2. Assists in establishing positive rapport with students, parents, District staff, and community agencies for the 
purpose of promoting communication, ensuring a safe campus environment, encouraging prescribed 
standards of conduct and behavior and positive student attitudes. 

3. Identifies security-related matters of situations (e.g. the need for grounds or building maintenance, 
appropriate security coverage during passing times, breaks, or lunch hours) for the purpose of preventing 
damage or possible liability. 

4. Identifies and responds to activities and emergencies (e.g. physically or verbally intervene to prevent 
conflicts, reporting such matters to administrators, community youth services, fire department or law 
enforcement) for the purpose of preventing the disruption of normal school operations. 

5. Investigates disturbances (e.g. records incidents and gathers data) for the purpose of preparing reports for 
use in students’ discipline and by law enforcement, Child Protective Services, and the courts as necessary. 

6. Protects District interest and property (e.g. monitors visitors and reports or detains unauthorized persons in 
accordance with established District procedures) for the purpose of preventing damage or possible liability. 

7. Performs related duties, as directed by Facilities & Operations Department administration, consistent with 
the scope and intent of the position. 

MIMINUM QUALIFICATIONS 

Education and Experience: 

• Must possess a high school diploma (or equivalency). 

• Some experience or training in a security related field preferred or any equivalent combination of education 
and experience that would provide the noted knowledge, skills, and abilities to complete the essential 
functions of this position. 

• Must possess the ability to acquire job specific knowledge, apply standard security procedures, and 
implement best practices. 

• Must possess the ability to acquire knowledge of School Board policies and procedures and Student Rights 
and Responsibilities. 

• Must possess the ability to read, write, speak and understand Standard English. 

• Must have basic computer skills using Microsoft Office programs. 

• Security experience in a public school setting preferred. 

• Must possess excellent human relations skills. 

Allowable Substitution: 
None. 
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Knowledge, Skills, and Abilities: 

• Knowledge is preferred to perform basic math; read and interpret instructions; and analyze situations to 
define issues and draw conclusions.  Examples of specific knowledge that is preferred to satisfactorily 
perform the functions of the job include classes in police science or related field, two or more years of police 
or school security work experience, conducting investigations of persons or property, or willingness to be 
trained in the above knowledge areas. 

• Skills are preferred to perform single non-technical tasks.  Specific skills required to satisfactorily perform the 
functions of the job include: security and safety practices and procedures, investigative techniques, law 
enforcement process for juvenile offenders, or willingness to be trained in the above knowledge areas. 

• Ability is required to coordinate activities; routinely gather, collate, and /or classify data; and use basic job 
related equipment.  Flexibility is required to work with others under a wide variety of circumstances; analyze 
data utilizing define but different processes; and operate equipment using standard methods of operation.  
Ability is also required to work with a diversity of individuals and/or groups; work with data of varied types 
and/or purposes; and utilize job related equipment.  In working with others, problem solving is required to 
analyze issues, create plans of action and reach solutions; with data it is moderate; and with equipment it is 
limited.  Ability to learn best practice behavior management techniques. 

• Specific abilities required to satisfactorily perform the functions of the job include: effective oral and written 
communications skills to enable communication with individuals and groups of all ages in a multi-cultural 
community, assess situations, remain calm under pressure, accurately document activities and occurrences, 
and work with “at-risk” youth. 

Working Conditions and Physical Requirements: 

• The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. 

• Reasonable accommodation may be made to enable individuals with disabilities to perform essential 
functions. 

• Must have the ability to stand and/or walk for extended periods of time; exhibit manual dexterity to dial a 
telephone, key a two-way radio microphone, operate a keyboard, and use a lock and key; hear and 
understand  speech at normal levels; speak in audible tones so that others may understand clearly; 
articulate information in an emergency situation; use physical agility and strength to defend self and detain 
persons using force if necessary; and have the visual acuity necessary to observe and comprehend student 
movement. 

Licenses/Special Requirements: 

• Must possess a valid Washington State Driver’s License. 

• Must obtain First Aid and CPR certification within 30 days of employment. 

• Must obtain working knowledge of two-way radio system. 

• Must attend required job-related training. 

Other Requirements: 

• Completed online application (with supporting documents). 

• Union membership or representation fee is a requirement for employment. 

 
 
This job description in no way states or implies these are the only duties to be performed by an employee in the 
above described job position.  District Security Officers (DSO) will be required to follow any other instructions and to 
perform any other related duties as assigned by the appropriate administrator.  South Kitsap School District reserves 
the right to update, revise or change this job description and related duties at any time. 
 
Passing the required district tests is a prerequisite for consideration for Clerical, Para-educator, and Playground 
Attendant positions (review EACH job posting for specific testing requirements).  To register, follow the instructions 
on the district testing information page of our district website. 
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Application Procedure:  Complete the online application at www.skitsap.wednet.edu and apply to the position(s) to 
which you are qualified within your online application.   
 
Submitting and completing your online application and applying to open positions ensures immediate availability of 
your data to our hiring administrators.   
 
PRINCIPALS AND HIRING ADMINISTRATORS CONSIDER ONLY THOSE APPLICANTS WITH COMPLETE AND 
CURRENT APPLICATIONS. 
 
Positions close at 4:00 p.m. on the final day of posting.  Your online application and required District Testing (if 
applicable-see job posting when applying) must be submitted by the closing date for an applicant to be considered for 
a position.  
 
If you need assistance with this process, please contact Human Resources at (360) 874-7074 or 
skjobs@skschools.org.  
   
The South Kitsap School District #402 complies with all state and federal rules and regulations and does not 
discriminate in any employment, programs, or activities on the basis of sex, race, creed, religion, color, national 
origin, age, veteran or military status, marital status, sexual orientation, gender expression or identity, disability, or the 
use of trained dog guides or service animal and provides equal access to the Boy Scouts and other designated youth 
groups.  The following employees have been designated to handle questions and complaints of alleged 
discrimination: 
  
Title IX Coordinator 
Shelby MacMeekin 
2689 Hoover Ave SE 
Port Orchard, WA 98366 
(360) 443-3626 
macmeeki@skschools.org 
 
Section 504 Coordinator 
Robin Christman 
2689 Hoover Ave SE 
Port Orchard, WA 98366 
(360) 443-3627 
christmr@skschools.org 
 
Compliance Coordinator/ADA 
Jerry Holsten 
2689 Hoover Ave SE 
Port Orchard, WA 98366 
(360) 874-7080 
holsten@skschools.org 
 
South Kitsap School District will also take steps to assure that national origin persons who lack English language 
skills can participate in all education programs, services, and activities.  For information regarding translational 
bilingual education programs, contact the Executive Director of Teaching and Learning at (360) 874-7050. 
 
All Employees are required to furnish proof of identity and employment authorization status. 
  
The South Kitsap School District is committed to providing a drug-free, tobacco-free environment for all persons-
students, community and staff.  
 
Any offer of employment with the South Kitsap School District is on a conditional basis pending the successful 
completion of an FBI and Washington State Patrol fingerprint background check. 
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JOB DESCRIPTION: District Security Officer (Roving) 

DAYS PER YEAR: 260 Calendar                                                   HOURS PER DAY: 8.0 

JOB SUMMARY: 
This position reports to the Assistant Director of Safety, Security & Emergency Management, Facilities & Operations 
Department, acting in a District Security Officer (DSO) capacity, and is responsible for maintaining order and 
discipline, preventing crime, investigating student violations of school board policies, and detaining students violating 
the law and/or school board policies on school district property or at school-sponsored events and is responsible 
solely for ensuring the safety, security, and welfare of all students, faculty, staff, and visitors at any District facility.  
This position assists the administrative staff of all District schools and facilities with enforcing policies and procedures 
for the safe and orderly operation of schools and facilities at the building level.  Position has roving duties among all 
District schools and facilities throughout each day and week traveling via personal or District-owned vehicle. 

DUTIES AND RESPONSIBILITIES 

This list of essential functions is not exhaustive and may be supplemented as necessary. 

1. Assists building administrators (e.g. patrols building and parking lot premises; monitors hallways, grounds, 
and adjacent areas during school hours and during extracurricular events) for the purpose of maintaining a 
safe and secure environment for students and staff. 

2. Assists in establishing positive rapport with students, parents, District staff, and community agencies for the 
purpose of promoting communication, ensuring a safe campus environment, encouraging prescribed 
standards of conduct and behavior and positive student attitudes. 

3. Identifies security-related matters of situations (e.g. the need for grounds or building maintenance, 
appropriate security coverage during passing times, breaks, or lunch hours) for the purpose of preventing 
damage or possible liability. 

4. Identifies and responds to activities and emergencies (e.g. physically or verbally intervene to prevent 
conflicts, reporting such matters to administrators, community youth services, fire department or law 
enforcement) for the purpose of preventing the disruption of normal school operations. 

5. Investigates disturbances (e.g. records incidents and gathers data) for the purpose of preparing reports for 
use in students’ discipline and by law enforcement, Child Protective Services, and the courts as necessary. 

6. Protects District interest and property (e.g. monitors visitors and reports or detains unauthorized persons in 
accordance with established District procedures) for the purpose of preventing damage or possible liability. 

7. Performs related duties, as directed by Facilities & Operations Department administration, consistent with 
the scope and intent of the position. 

MIMINUM QUALIFICATIONS 

Education and Experience: 

• Must possess a high school diploma (or equivalency). 

• Some experience or training in a security related field preferred or any equivalent combination of education 
and experience that would provide the noted knowledge, skills, and abilities to complete the essential 
functions of this position. 

• Must possess the ability to acquire job specific knowledge, apply standard security procedures, and 
implement best practices. 

• Must possess the ability to acquire knowledge of School Board policies and procedures and Student Rights 
and Responsibilities. 

• Must possess the ability to read, write, speak and understand Standard English. 

• Must have basic computer skills using Microsoft Office programs. 

• Security experience in a public school setting preferred. 

• Must possess excellent human relations skills. 

Allowable Substitution: 
None. 
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Knowledge, Skills, and Abilities: 

• Knowledge is preferred to perform basic math; read and interpret instructions; and analyze situations to 
define issues and draw conclusions.  Examples of specific knowledge that is preferred to satisfactorily 
perform the functions of the job include classes in police science or related field, two or more years of police 
or school security work experience, conducting investigations of persons or property, or willingness to be 
trained in the above knowledge areas. 

• Skills are preferred to perform single non-technical tasks.  Specific skills required to satisfactorily perform the 
functions of the job include: security and safety practices and procedures, investigative techniques, law 
enforcement process for juvenile offenders, or willingness to be trained in the above knowledge areas. 

• Ability is required to coordinate activities; routinely gather, collate, and /or classify data; and use basic job 
related equipment.  Flexibility is required to work with others under a wide variety of circumstances; analyze 
data utilizing define but different processes; and operate equipment using standard methods of operation.  
Ability is also required to work with a diversity of individuals and/or groups; work with data of varied types 
and/or purposes; and utilize job related equipment.  In working with others, problem solving is required to 
analyze issues, create plans of action and reach solutions; with data it is moderate; and with equipment it is 
limited.  Ability to learn best practice behavior management techniques. 

• Specific abilities required to satisfactorily perform the functions of the job include: effective oral and written 
communications skills to enable communication with individuals and groups of all ages in a multi-cultural 
community, assess situations, remain calm under pressure, accurately document activities and occurrences, 
and work with “at-risk” youth. 

Working Conditions and Physical Requirements: 

• The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. 

• Reasonable accommodation may be made to enable individuals with disabilities to perform essential 
functions. 

• Must have the ability to stand and/or walk for extended periods of time; exhibit manual dexterity to dial a 
telephone, key a two-way radio microphone, operate a keyboard, and use a lock and key; hear and 
understand  speech at normal levels; speak in audible tones so that others may understand clearly; 
articulate information in an emergency situation; use physical agility and strength to defend self and detain 
persons using force if necessary; and have the visual acuity necessary to observe and comprehend student 
movement. 

Licenses/Special Requirements: 

• Must possess a valid Washington State Driver’s License. 

• Must obtain First Aid and CPR certification within 30 days of employment. 

• Must obtain working knowledge of two-way radio system. 

• Must attend required job-related training. 

Other Requirements: 

• Completed online application (with supporting documents). 

• Union membership or representation fee is a requirement for employment. 

 
 
This job description in no way states or implies these are the only duties to be performed by an employee in the 
above described job position.  District Security Officers (DSO) will be required to follow any other instructions and to 
perform any other related duties as assigned by the appropriate administrator.  South Kitsap School District reserves 
the right to update, revise or change this job description and related duties at any time. 
 
Passing the required district tests is a prerequisite for consideration for Clerical, Para-educator, and Playground 
Attendant positions (review EACH job posting for specific testing requirements).  To register, follow the instructions 
on the district testing information page of our district website. 
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Application Procedure:  Complete the online application at www.skitsap.wednet.edu and apply to the position(s) to 
which you are qualified within your online application.   
 
Submitting and completing your online application and applying to open positions ensures immediate availability of 
your data to our hiring administrators.   
 
PRINCIPALS AND HIRING ADMINISTRATORS CONSIDER ONLY THOSE APPLICANTS WITH COMPLETE AND 
CURRENT APPLICATIONS. 
 
Positions close at 4:00 p.m. on the final day of posting.  Your online application and required District Testing (if 
applicable-see job posting when applying) must be submitted by the closing date for an applicant to be considered for 
a position.  
 
If you need assistance with this process, please contact Human Resources at (360) 874-7074 or 
skjobs@skschools.org.  
   
The South Kitsap School District #402 complies with all state and federal rules and regulations and does not 
discriminate in any employment, programs, or activities on the basis of sex, race, creed, religion, color, national 
origin, age, veteran or military status, marital status, sexual orientation, gender expression or identity, disability, or the 
use of trained dog guides or service animal and provides equal access to the Boy Scouts and other designated youth 
groups.  The following employees have been designated to handle questions and complaints of alleged 
discrimination: 
  
Title IX Coordinator 
Shelby MacMeekin 
2689 Hoover Ave SE 
Port Orchard, WA 98366 
(360) 443-3626 
macmeeki@skschools.org 
 
Section 504 Coordinator 
Robin Christman 
2689 Hoover Ave SE 
Port Orchard, WA 98366 
(360) 443-3627 
christmr@skschools.org 
 
Compliance Coordinator/ADA 
Jerry Holsten 
2689 Hoover Ave SE 
Port Orchard, WA 98366 
(360) 874-7080 
holsten@skschools.org 
 
South Kitsap School District will also take steps to assure that national origin persons who lack English language 
skills can participate in all education programs, services, and activities.  For information regarding translational 
bilingual education programs, contact the Executive Director of Teaching and Learning at (360) 874-7050. 
 
All Employees are required to furnish proof of identity and employment authorization status. 
  
The South Kitsap School District is committed to providing a drug-free, tobacco-free environment for all persons-
students, community and staff.  
 
Any offer of employment with the South Kitsap School District is on a conditional basis pending the successful 
completion of an FBI and Washington State Patrol fingerprint background check. 
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JOB DESCRIPTION: District Security Officer (Lead) 

DAYS PER YEAR: 260 Calendar                                                   HOURS PER DAY: 8.0 

JOB SUMMARY: 
This position reports to the Assistant Director of Safety, Security & Emergency Management, Facilities & Operations 
Department, acting in a Lead-District Security Officer (DSO) capacity, and is responsible for maintaining order and 
discipline, preventing crime, investigating student violations of school board policies, and detaining students violating 
the law and/or school board policies on school district property or at school-sponsored events and is responsible 
solely for ensuring the safety, security, and welfare of all students, faculty, staff, and visitors at any District facility.  
This position assists the administrative staff of all District schools and facilities with enforcing policies and procedures 
for the safe and orderly operation of schools and facilities at the building level.  Position has roving duties among all 
District schools and facilities throughout each day and week traveling via personal or District-owned vehicle. 

DUTIES AND RESPONSIBILITIES 

This list of essential functions is not exhaustive and may be supplemented as necessary. 

In addition to the duties of a District Security Officer (see numbers 1 through 7 below), the Lead District Security 
Officer (DSO) will perform the following bulleted items: 

• Ensure the implementation of overall building security strategies on a daily basis. 

• Review reports, documentation, and evidence compiled by district security officers, before submission to 
administrative staff. 

• Conduct regular staff meetings with district security officers assigned to either school and/or roving positions 
to reinforce training and discuss current issues. 

• Conduct informational sessions for faculty, staff, students and parents on security issues and topics as 
assigned. 

• Assist the Assistant Director of Safety, Security & Emergency Management with logistical issues and 
assignment of district security officers. 

• Assist the Assistant Director of Safety, Security & Emergency Management with developing post orders for 
district security officer assignments. 

• Review the video surveillance system during investigations and when directed. 

• Provide leadership and act as a mentor to security staff at any assigned school or roving assignment. 

• Attend staff meetings at the school and division level, and report back to administrator all pertinent 
information. 

1. Assists building administrators (e.g. patrols building and parking lot premises; monitors hallways, grounds, 
and adjacent areas during school hours and during extracurricular events) for the purpose of maintaining a 
safe and secure environment for students and staff. 

2. Assists in establishing positive rapport with students, parents, District staff, and community agencies for the 
purpose of promoting communication, ensuring a safe campus environment, encouraging prescribed 
standards of conduct and behavior and positive student attitudes. 

3. Identifies security-related matters of situations (e.g. the need for grounds or building maintenance, 
appropriate security coverage during passing times, breaks, or lunch hours) for the purpose of preventing 
damage or possible liability. 

4. Identifies and responds to activities and emergencies (e.g. physically or verbally intervene to prevent 
conflicts, reporting such matters to administrators, community youth services, fire department or law 
enforcement) for the purpose of preventing the disruption of normal school operations. 

5. Investigates disturbances (e.g. records incidents and gathers data) for the purpose of preparing reports for 
use in students’ discipline and by law enforcement, Child Protective Services, and the courts as necessary. 

6. Protects District interest and property (e.g. monitors visitors and reports or detains unauthorized persons in 
accordance with established District procedures) for the purpose of preventing damage or possible liability. 

7. Performs related duties, as directed by Facilities & Operations Department administration, consistent with 
the scope and intent of the position. 
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MIMINUM QUALIFICATIONS 

Education and Experience: 

• Must possess a high school diploma (or equivalency). 

• Some experience or training in a security related field preferred or any equivalent combination of education 
and experience that would provide the noted knowledge, skills, and abilities to complete the essential 
functions of this position. 

• Must possess the ability to acquire job specific knowledge, apply standard security procedures, and 
implement best practices. 

• Must possess the ability to acquire knowledge of School Board policies and procedures and Student Rights 
and Responsibilities. 

• Must possess the ability to read, write, speak and understand Standard English. 

• Must have basic computer skills using Microsoft Office programs. 

• Security experience in a public school setting preferred. 

• Must possess excellent human relations skills. 

Allowable Substitution: 
None. 

Knowledge, Skills, and Abilities: 

• Knowledge is preferred to perform basic math; read and interpret instructions; and analyze situations to 
define issues and draw conclusions.  Examples of specific knowledge that is preferred to satisfactorily 
perform the functions of the job include classes in police science or related field, two or more years of police 
or school security work experience, conducting investigations of persons or property, or willingness to be 
trained in the above knowledge areas. 

• Skills are preferred to perform single non-technical tasks.  Specific skills required to satisfactorily perform the 
functions of the job include: security and safety practices and procedures, investigative techniques, law 
enforcement process for juvenile offenders, or willingness to be trained in the above knowledge areas. 

• Ability is required to coordinate activities; routinely gather, collate, and /or classify data; and use basic job 
related equipment.  Flexibility is required to work with others under a wide variety of circumstances; analyze 
data utilizing define but different processes; and operate equipment using standard methods of operation.  
Ability is also required to work with a diversity of individuals and/or groups; work with data of varied types 
and/or purposes; and utilize job related equipment.  In working with others, problem solving is required to 
analyze issues, create plans of action and reach solutions; with data it is moderate; and with equipment it is 
limited.  Ability to learn best practice behavior management techniques. 

• Specific abilities required to satisfactorily perform the functions of the job include: effective oral and written 
communications skills to enable communication with individuals and groups of all ages in a multi-cultural 
community, assess situations, remain calm under pressure, accurately document activities and occurrences, 
and work with “at-risk” youth. 

Working Conditions and Physical Requirements: 

• The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. 

• Reasonable accommodation may be made to enable individuals with disabilities to perform essential 
functions. 

• Must have the ability to stand and/or walk for extended periods of time; exhibit manual dexterity to dial a 
telephone, key a two-way radio microphone, operate a keyboard, and use a lock and key; hear and 
understand  speech at normal levels; speak in audible tones so that others may understand clearly; 
articulate information in an emergency situation; use physical agility and strength to defend self and detain 
persons using force if necessary; and have the visual acuity necessary to observe and comprehend student 
movement. 
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Licenses/Special Requirements: 

• Must possess a valid Washington State Driver’s License. 

• Must obtain First Aid and CPR certification within 30 days of employment. 

• Must obtain working knowledge of two-way radio system. 

• Must attend required job-related training. 

Other Requirements: 

• Completed online application (with supporting documents). 

• Union membership or representation fee is a requirement for employment. 

 
 
This job description in no way states or implies these are the only duties to be performed by an employee in the 
above described job position.  District Security Officers (DSO) will be required to follow any other instructions and to 
perform any other related duties as assigned by the appropriate administrator.  South Kitsap School District reserves 
the right to update, revise or change this job description and related duties at any time. 
 
Passing the required district tests is a prerequisite for consideration for Clerical, Para-educator, and Playground 
Attendant positions (review EACH job posting for specific testing requirements).  To register, follow the instructions 
on the district testing information page of our district website. 
 
Application Procedure:  Complete the online application at www.skitsap.wednet.edu and apply to the position(s) to 
which you are qualified within your online application.   
 
Submitting and completing your online application and applying to open positions ensures immediate availability of 
your data to our hiring administrators.   
 
PRINCIPALS AND HIRING ADMINISTRATORS CONSIDER ONLY THOSE APPLICANTS WITH COMPLETE AND 
CURRENT APPLICATIONS. 
 
Positions close at 4:00 p.m. on the final day of posting.  Your online application and required District Testing (if 
applicable-see job posting when applying) must be submitted by the closing date for an applicant to be considered for 
a position.  
 
If you need assistance with this process, please contact Human Resources at (360) 874-7074 or 
skjobs@skschools.org.  
   
The South Kitsap School District #402 complies with all state and federal rules and regulations and does not 
discriminate in any employment, programs, or activities on the basis of sex, race, creed, religion, color, national 
origin, age, veteran or military status, marital status, sexual orientation, gender expression or identity, disability, or the 
use of trained dog guides or service animal and provides equal access to the Boy Scouts and other designated youth 
groups.  The following employees have been designated to handle questions and complaints of alleged 
discrimination: 
  
Title IX Coordinator 
Shelby MacMeekin 
2689 Hoover Ave SE 
Port Orchard, WA 98366 
(360) 443-3626 
macmeeki@skschools.org 
 
Section 504 Coordinator 
Robin Christman 
2689 Hoover Ave SE 
Port Orchard, WA 98366 
(360) 443-3627 
christmr@skschools.org 
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Compliance Coordinator/ADA 
Jerry Holsten 
2689 Hoover Ave SE 
Port Orchard, WA 98366 
(360) 874-7080 
holsten@skschools.org 
 
South Kitsap School District will also take steps to assure that national origin persons who lack English language 
skills can participate in all education programs, services, and activities.  For information regarding translational 
bilingual education programs, contact the Executive Director of Teaching and Learning at (360) 874-7050. 
 
All Employees are required to furnish proof of identity and employment authorization status. 
  
The South Kitsap School District is committed to providing a drug-free, tobacco-free environment for all persons-
students, community and staff.  
 
Any offer of employment with the South Kitsap School District is on a conditional basis pending the successful 
completion of an FBI and Washington State Patrol fingerprint background check. 
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From:  monaglej@skschools.org

Sent time:  12/21/2018 08:21:37 AM

To:  stewartj@skschools.org

Subject:  RE: MEMBER REQUEST
 

Thank you Jackie! You are amazing!
 

From: Stewart, Jackie 
Sent: Friday, December 21, 2018 8:19 AM
To: nicoarac@bsd405.org
Cc: cleonard@wspa.net; Monagle, Jamie <monaglej@skschools.org>; Jensen, Vivian <jensenv@skschools.org>; Tallman, Rachel
<tallman@skschools.org>
Subject: RE: MEMBER REQUEST
 
Good morning,
 
We do not have a formalized process.  I know in each building cover some of the listed items but not all.  Please forward any
information from other districts that do have a Safety Checklist as part of their new employee orientation.  Thank you!
 
Jackie Stewart
Human Resources Specialist
South Kitsap School District
2689 Hoover Ave SE
Port Orchard, WA 98366
Phone: (360) 874‐7082
Fax: (360) 874‐7076
Email: stewartj@skschools.org
 
 
 

From: waspa@memberclicks‐mail.net <waspa@memberclicks‐mail.net> 
Sent: Friday, December 21, 2018 7:52 AM
To: Stewart, Jackie <stewartj@skschools.org>
Subject: MEMBER REQUEST
 

Good Morning! Here are a few WSPA member requests for your consideration!

 

Alex Nicoara from Bellevue School District would like to know if any other districts have a Safety Checklist as part of  the
orientation process that they complete with their supervisors on their first day at their location. Thank you.

This is what we have now but looking to update:

General overview of operation, procedures, methods & hazards as they relate to your specific job and duties.

Emergency Plan
Exit locations and evacuation routes
Use of firefighting equipment (extinguishers, hose)
Specific procedures (medical, chemical, fire, etc.)
First Aid supplies, equipment, and training
Obtaining treatment
Location of facilities
Location and names of staff who are CPR/First Aid trained
Location of MSDS (Material Safety Data Sheet) Notebook
How to file a Labor & Industries Claim (Worker's Compensation)

Please send your responses directly to: nicoarac@bsd405.org

Also, cc your responses to: cleonard@wspa.net

mailto:stewartj@skschools.org
mailto:waspa@memberclicks-mail.net
mailto:waspa@memberclicks-mail.net
mailto:stewartj@skschools.org
mailto:nicoarac@bsd405.org
mailto:cleonard@wspa.net


 

Thanks, 

 

Curtis 

This email was sent to stewartj@skschools.org by cleonard@wspa.net

Washington School Personnel Association • PO Box 1600, Anacortes, Washington 98221, United States

Remove My Email or Manage Preferences •  Privacy Policy
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