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Tips and Tools for New Employees
Handbook

Welcome to the Kenai Peninsula Borough School District!
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Welcome to the Kenai Peninsula
Borough School District

Contact Information

Your Instructional Coach:

Principal:

Assistant Principal:

Secretary(s):

Day Custodian:

Night Custodian:

Building Librarian:

Kitchen Staff:

Building Nurse:

Building Test Coordinator:

Special Education Teachers:

ELL Contact:

School Psychologist:

Speech Therapist:

Building Interventionist:

Building PD Facilitator:

Building KPEA Representative:

Building Athletic Director:

Curriculum Support Center: Karla Barkman

KPBSD New Employee Handbook
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Communication Tools

KPBSD offers many opportunities to connect with families and students through email,
blogs, and school site Facebook pages. When you connect your classroom through
social media the district communication liaison must have access to any pages set up
for viewing. If you wish to do this, your principal can contact the District
Communication Liaison Pegge Erkeneff.

Outlook mail while on a PC on the school server

1)  Atthe bottom left hand corner of your computer screen click on the windows icon.
2)  Select “All Programs”.

3) Double click on the “Microsoft Office 2013” folder.

4)  Select “Outlook 2013”.

5)  You can drag this to your task bar for a fast link.

Outlook mail while not on a school server

5':“9 Kenai Peninsula Boroug
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1) Go to www.kpbsd.org.

2)  Click on the “Employees” tab.

3)  On the right hand side, select “Webmail”.

4)  Your login is your e#, your password is what you use to log onto computers on the
server.

If you want to access other information from the district website, click on the KEY I
on the top right of the screen. This will bring up a password/login box. Log into

this as if you are logging into your computer with your e# and password. You can then
access information only accessible to employees.

4
KPBSD New Employee Handbook Revised 7/19/16



KPBSD Gmail/Google Docs Drive

Every staff member and student has KPBSD Gmail and Google Docs.

1)
2)
3)
4)

5)

Log onto www.kpbsd.org.

Click on the “Employees” tab.

In the middle column click on Gmail. This is also how you access all Google docs.
firsthame.lastname@aq.kpbsd.org is everyone’s login, the password is the
password that you log onto the computer with.

KPBSD Gmail can be set up to forward to an Outlook account. To do so log into
the mail.g.kpbsd.org account and navigate to: The Gear in the upper right >
Settings > Forwarding and POP/IMAP > Forwarding.

District Communication Blogs

KPBSD Blog Directory can be found by going to the KPBSD website then selecting
Communications/KPBSD Blog Directory or by using this link
http://www.kpbsd.k12.ak.us/communications.aspx?id=22668.
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Wondering what is currently happening within the district? The Instructional Blog is an
excellent resource for information. The Effective Instruction Blog has information
about our evaluation system. You can create a blog that is secure for use with your
students, contact your site Instructional Coach or IT for assistance in setting up a blog
that is secure on the server.

Current Blogs available in Directory

Superintendent’s Blog — This blog shares insight and updates from our KPBSD
Superintendent.

KPBSD Communication Blog —This blog keeps our community informed of upcoming events
and activities.

Ed Tech Blog — This blog includes links to Ed Tech resources, curriculum help, and
supplemental resource help.

Effective Instruction Blog — This blog provides information and updates related to our
teacher evaluation committee.

Microsoft Lync

Lync is the communications software often used for virtual meetings @ KPBSD.
Meetings can be set up and managed through Outlook. It is possible to talk, share your
presentations, programs, and desktop, and work together in real time all from your
computer at your site. For more detailed information, see the Lync powerpoint in the
Shared Folder > Districtwide Staff Shared > New Teacher Presentations.

KPBSD Cisco Phone

Working the classroom phone

Please watch the tutorial at this link to learn how to set up and work your classroom
phone.

http://www.cisco.com/c/en/us/products/collaboration-endpoints/unified-ip-phone-7900-
series/cisco unified ip phones tutorials.html
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KPBSD has two ways to share information: between you and your school staff, or you
and the entire district.

1)
2)
3)
4)

5)

Click on your Windows icon or computer icon.
Click on Computer.
Select the “S” or KPBSD Shared drive.

Select your school if you are sharing resources or photos with other staff
members OR students. This is a good place to put a folder with your name on it
that students can access and drop documents into.

Districtwide Staff Shared are resources that employees are sharing to everyone.
This allows information to be shared with any staff member within the district.
Students do not have access to the Districtwide Staff Shared folder.

Canvas is another KPBSD tool for sharing
information, which is addressed later in this
handbook.
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Communicating with Parents and Students
PowerSchool/PowerTeacher

One of the key tools used to communicate with parents throughout our district is the use
of PowerSchool. Every student and parent has a login (parents can request login
information from the school secretary if they don’t have one). Parents/students can see
current grades, scores, and assignments, they can click on resources you have linked,
and you can link all of your adopted materials through PowerSchool for at-home access

by students to all materials/resources.

PowerTeacher Gradebook: Getting Started

Quick Reference Card

PowerTeacher Gradebook: Getting Started

Launching the Gradebook
Since the gradebook is part of PowerTeacher, navigate first to your
PowerSchool server and sign in to PowerTeacher.

Note: The gradebook uses Java, so make sure you have the latest
version of Java installed on your machine.

1. Navigate to your PowerSchool server address

Wuimree, Sheton K Bows 1

PowerTeacher

Bechost Asgée Greve Hign Scvas  Taeres 1313 Smevaster |

A B
X &
X &

o

i

4
]

« ol

o
aamm

2. Enter the username and password you were assigned by
your PowerSchool administrator

3. On the navigation menu, click the gray arrow next to
Gradebook to launch the gradebook

4. As the program launches, Windows users will click Run and
Mac users will dick Trust or Allow

ALWAYS LEARNING

Accessing Student Information

Although you can access information about your students through
PowerTeacher, the gradebook contains additional student
information, such as the grade scale by which each student is
graded and any personal notes from the teacher. To access a
student’s information:

1. In the Classes pane, select one of your sections

2. Click Student Info, and then double-click the name of a
student

On the student’s information pane, notice several icons near
the top of the pane. The icons alert you to important things
you need to know about your student, like medical
conditions, family situations, or disciplinary considerations.
If applicable, click each alert icon to learn more about your

student.
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3. Click any of the phone number links to enlarge the number

4, If you want to send an email to a parent, click the Guardian
Email link, select Email, and complete the email message

Alternatively, you can dick the Guardian Email link, select
Copy to copy the email address, and then paste the
address into your email program.

PEARSON
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Click on Tools to ¢

PowerTeacher Gradebook: Working ' PDF.

Quick Ref

PowerTeacher Gradebook: Working with Grades

Grade Scales Setup

PowerTeacher administrators can give you access to copy a grade
scale. Then, you can modify the grade scale to fit your grading
needs.

To create a custom grade scale:
1. Cick Grade Setup > Grade Scales
2. Select the grade scale to copy, and below the list, click the
+ sign
3. Next to the copied grade scale, dick the arrow
4. Enter a name and description for the new grade scale
5. Change the grade, cutoff, percent, and description

6. To hide a grade that you won't use, dlick in the Ignore
column

7. Click Save

To apply a custom grade scale to an individual student:
1. Select the dass the student is enrolled in
2. dlick Student Info
3. Double-dick a student’s name to open the student
information pane
4. From the Grade Scale menu, choose the grade scale you
wish to apply to the student
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5. Click Yes to confirm

To apply a custom grade scale to a group of students:
1. Select the class the students are enrolled in
2. Click Student Info

3. Filter the list using student groups, such as Active or
Reading Group A

4. Right-click or Control-click, on a Mac, in the student roster,
and select Set Grade Scales

PEARSON

PowerTeacher Gradebook Standards

Quick Reference Card

PowerTeacher Gradebook Standards

Using this Quick Reference Card

All actions in this document are performed in PowerTeacher
Gradebook. Teachers should be familiar with the use of
PowerTeacher and the steps required to launch PowerTeacher
Gradebook.
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Scoresheet Assignments Mode Operations

d toan A

Attaching a d

In the gradebook, you can School dards with
asslgnments Standards are speuﬁ: to a course and help you
analyze student progi and Begin
on a chosen class Scoresheet. and make sure you are viewing the
Assignments mode:

1. Find the assignment to which you want to attach a standard
2. Double-dlick the Assignment header
3. Click the Standards tab
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4. To attach a standard, check the standard

To view the Standard Details, dick the arrow to the far
right. Observe the standard identifier, description, and
grade scale.

5. If you want the score entered for the assignment to
calculate the standard score, check Use Assignment
Score to Calculate Standards Scores

Enable the auto-calculate and new assignment default
setting in the gradebook preferences.

PEARSON
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Click on Tools to con

PowerTeacher Gradebook: Analysis an \; PDF.

Quick Ref

3.

Use the Scoresheet to create and score assignments, and view or
edit final grades. The Scoresheet is divided into three modes:
Assignments, Final Grades, and Student View. Regardless of the
mode you choose, the left section of the pane displays the status of
the term, the names of the students in the selected class, and the
students’ current final grades.

Assignments Mode
1.
2.

On the Scoresheet, dlick the Assignments mode

To the left of the assignment headings, click the + sign to
add a new assignment

In the lower pane, enter the assignment details and dlick
Save

. To delete an select the g you want to

remove, and to the left of the assignment headings click the
- sign

. Click Yes

. To score an assignment, click a student’s score cell and

enter a score manually, fill scores, or use the Score
Inspector

When you change a score for an assignment, the new score

* The median represents the middle of all values: one-half
of the scores will be above this number and one-half will

PowerTeacher Gradebook: Analysis and Reporting be below
* The mode indicates the most common, or frequent,
The Scoresheet value

Use these values as indicators of how well students
perform on assignments. If any of the values are
unexpactedly low, it may mean that students need
additional practice on the skills and concepts you're
assessing, or you need to revise the assignment.

Final Grades Mode

1. On the Scoresheet, click the Final Grades mode

2. Enter final grades for additional academic measures such as
Citizenship or Standards

3. View all of the category totals for each student and change
the format of the totals

For example, to view letter grades for each category, right-
click on the Category heading and select Letter Grade from
the menu.

4, Below the student names, dick Summary to view a
summary of statistical information about the final grades
your students have eamed in each category or standard

Student Mode

1. On the Scoresheet, click the Student View mode

immediately affects the Final Grade for that student.
¥ 2. View specific information for each student individually
3. Above the student names, dick Asmts to see all the
assignment grades for the selected student

7. To view mean, median, and mode values for each of the
assignments, click Summary

* The mean is the mathematical average of the scores

ALWAYS LEARNING PEARSON

The KPBSD Knowledge Base has many tutorial videos on PowerSchool.
Please use this link to access those tutorials.

http://kb.kpbsd.k12.ak.us/index.php/KPBSD Knowledgebase

The KPBSD App is available for free!!! Just search Kenai Peninsula Borough
School District in the app store or Google play. This app allows you to have
instant access to your school news, calendars, directory, student information
and much more.
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4)
5)
6)
7

8)
9)

3) Select “Journeys”.
THINK -

central

Adopted Materials Elementary K-5 Reading

Welcome to ThinkCentral!

1) Go to www.thinkcentral.com.
2) Select “Reading”.

-
THINK Welcome to ThinkCentral!

Excursons Sponesh Joumeys

e om=

Literacy b @ l'*l' it

@ Design TORYTOWN

Wecometo THINK,

< € &l €

Teachers and administrators only Forgot User Name  Forgot Password

Select “Alaska”.

Select “Kenai Peninsula Borough SD, Soldotna 99669.

Select your school name.

If you check the “remember my school” box you will not have to do the above steps
every time you login.

Your username is your e#.

Your password is Kpbsd11! (notice the cap and!).

If you have trouble logging on the first time, you will need to email the curriculum secretary.
This year that person will be: Krissy Mahan, kmahan@kpbsd.k12.ak.us.
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This will bring up your Journey’s homepage/dashboard. Your online resources as a
teacher are available here, the teacher's edition, student editions, and resources. Many
of these have also been downloaded (and modified) in the Districtwide Staff Shared
folder (you must be on the server to access shared drives).

DE{SIHI bDEird HMH Sugpests | Home | Log Ol = Help Gemter

Hi SHARRMA

# Dashbaxad

mysmartPlanner Resources i, Jourmeys
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130 i Whicizoard Resouroes Hub & Ha, 24

Liseaed Lill AHA 14

Assignments eports
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1)  When you go into your Journey’s dashboard make sure that you are looking at NA
Journeys. This has the most updated features. Our classroom printed materials
are under Journeys NA 2011. They are similar but NA Journeys has linkable
focus walls, assessments, and the teacher's edition has the standard after every
question assigned as a guide, which assists with standards based grading.

2)  Select your grade level to see the resources available.

3) Ifresources are hiding, the Help Center has viewable graphics for every situation,
but please feel free to also email your school site Instructional Coach.

4)  Finally, if you would like the Journeys program to grade your grammar, spelling, or
other assessments online, you must enroll your students.

Find and manage student accounts

Do one of the following:
e From the Dashboard, click Settings, and then click Manage Classes, and
then;
e From the ThinkCentral navigation, on the Classes panel, in the Find and
Manage area, click Students.
e On the Manage User Accounts page, do one of the following to find
student accounts to manage:
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e Click Find to list all of your students.

e Enter a first name and/or last name, and then click Find to list specific
students.

e Enter a username, and then click Find to list a specific student account.

e Click on the username of the student account you want to view or edit.

e On the Edit User page, make your changes, and then click Save.

e To see the class roster a student belongs to, click Class Information.

5) Email the curriculum secretary, currently Krissy Mahan, @
kmanahan@kpbsd.k12.ak.us with a list of any missing students, their DOB, and
their student id number. She will enter the missing students into the program. You
will then need to add them to your class.

6) Once you have enrolled students into your class roster you will be able to assign
materials to students.

Complete overview of the unit

1) Once you've toggled to NA Journeys, click on Journey’s Teacher Gateway.

2) Click on the “Resources’” tab.

3) Click on Focus Wall.

4) Select the lesson you want to open.

5) Click on the red lesson box on the Focus Wall to open up your interactive page.

NATIONAL Lessons Standards Resources. $chool to Home
e A

All Resources

Interactive Content All Resources Resource Basket
Intervention Core Components

Joumiys Teachers Edtion
Readers

Focuz VYl
English Language

W Joumrss Stucont Uook
Leamaers

W Jourmys Shaceol Magaone

Intervention
W Journys Wrtc-in Roador

ee Oﬁi ‘

Hosdng 100l Ke

Assessment
Jourmeys Cowd Roads

JOUMSS Frogress Monmorng Asscsancnt

Jour Lomprehunsave
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Arewers
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Assigning materials
1)  Click on the “Lesson” tab.
2)  Click unit and lesson you need.

3)  Scroll down on the unit and lesson to find the “A” to assign materials for your
students to use on ThinkCentral.
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Pevae e L TEr
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3)  When you click on the material you want to assign, it will show on the side of the
screen in your basket.
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4)

Click assign at the bottom of the screen.

5)  Then click back onto the ThinkCentral tab on your webpage.

6)  Give the assignment a name - Select the subject, select the students, assign the
date, click on save. You can view progress, delete, or edit this assignment from
the assignment tab.

Assessments

1) Select “Browse” button.

2)  Select NA Journey’s of the grade of your choice.

3) Select “Program Structure” on the left hand side.

4)  Click on unit and then assessment.

5)  From there you will have a list of optional assessments you can assign.

6)  The assign button is on the right hand side if the test is an online assessment
the student can take.

7)  From there you will be asked to give the assessment a name, date of

assessment, and assign your students who you want to take the test.

Correcting station or answers (students are grading their own work)

1)
2)
3)

KPBSD New Employee Handbook

Click on the Resources tab.
Scroll to the bottom to “Practice and Study Aide”.
Readers Notebook TE and then print.
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8)
9)

Your ConnectED Content

Adopted Materials Elementary K-5 Math

Mc
Hill

Education

Linernuine

Panrsnred

Lagln

BRI K G WA

Mew Users

Teas N Mepw Aocrart CeCorredIh I eip

Go to www.connected.mcgraw-hill.com/.

Select “Create a New Account”.

Select “Register”.

Make sure to use your school district email when creating your account.
Enter the master code from these instructions for the grade level(s) you need.
Select your school using the school’s zip code.

Make sure to print off or write down your username and password.

Manage Users and Content
Redeem Master Code
To Add Texts
Ianage Master Codes
Teacher Edition

tanage Teachears

Manage Students

Import Siudents

%

\ Manage Contert £
Impeart Stabie

- klanage District
1

1] 2

Teacher Editicn
|| .

H o

O

A N H Manage Cantent £}

To add the grade level(s) you teach you will click on “Redeem Master Code”.
When entering a redemption code make sure to enter an end date after school is
complete for the school year. Example 6/1/XX.
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Remember that you are adding both the teacher’s edition and student’s edition

McGraw Hill Master Codes

Grade Level Teacher Edition Student Edition McGraw Hill help line

K 11FM-X964-S553-352C SRSW-X287-GRQW-09DB (800) 437-3715

1 JING-DOWJ-HNQ4-OCKC 46DC-LN4M-Z9E7-G6MC There is a free download

2 HEVL XWBC-TWVB-V4S5 3VIE-TNEI-SGYR-0032 forlRads (McGomw Cull

Connect Ed)

3 RBYX-MHQ8-NO5SW-3EXY ZGMX-JOHE-KWC4-7GZK

4 X2RL-WS4R-EMFZ-PS5H QS6Q-DMTN-TLSC-NCGG

5 KPKY4VVK-F7KN-S64S J30S4EXD-E2MZA4TYQ
MC H Shanna © Help @ ConnectED & Profile @ Logout
Graw Alask
Hill asia

Education

Redeem Master Code

Enter your Master Code in the boxes below, then click Next.

I [

Next

Cancel [

10) Once you have entered the grade level text that you want to use, click “Next”.

11) Click on “ConnectED” located on the top right of your screen. Remember this just
assigns text books to your account. Now you are going to assign your texts to
student accounts.

Assigning text to students
To allow access to your students:
1)  Click on the “Manage Content” of the student edition.

KPBSD New Employee Handbook
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2)
3)
4)
5)
6)
7
8)
9)

10)
11)

Rl connectED

Education

My Home

Your ConnectED Content

My Math, Grade 1

Manage Contont §F

My Math, Grade 1

Teacher Edition

Manage Content £}

Select “Assign Content”.

013/ 2014

Stdent EQINON ) 1) Log into your Connect Ed Account
2) Under Student Edition, click on

Manage Content

Alaska

Manage Users and Content

Redeem Master Code

Manage Master Codes
Manage Teachers
Manage Stucents

Import Students

Assign Content [

Select the Student Edition you wish to assign.

Click “Next”.

Select “By Student Name”.
Select correct grade level.
Click on “Search”.

Select Students you want to assign the text to.

Click “Next”.
Click “Assign”.

Impoet Status

Manage District

By assigning students yourself you do not need the redemption code for students.

Mc
Graw
Hill

Education

connect-D

Manage Content End of your
school

ar. ..

Manage Redempbon Code End Date

Alaska

You will then need fo chck on the calendar
and change the CURRENT END DATE to
June 1, 2015 - the end of the quarer.

Crogied Dwie: 03113014 Current End Daie:| 08-31-2015 ™ Then seledct OK
Assign Content to Students
1
Tise Subscrphon | 86N Master Casle Redemption Cede
Miy kalh, Grade 1 & 201372014 DOZ11734%9

| SPSE— E—

Skedert: Ecibon

i ~ Eotiam Conlend

sap”
SBDC-LNEM-Z9E T-GRMC [ N-Ca WG MU L= \_cim_lm the printer

Take Back Content from Students
Select one or more shadents and chick Take Back Consent

Assign Coment Cancel

Larst Marre [Firsi Harne Usernams

Title with the Redempiion Code

oy sBaenis Rave nesteemesd Mes contend, cics Assagn Contest i progessd
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12) If you are having students assign their own content you will need to print off the
redemption code.

13) Your student’s will need the redemption code the first time they log on. ltis the
same for every student in your classroom. If you click on the printer icon, it will
write a student friendly letter for logging on the first time. If you have K-2
students, you will want to log each student on the first time because of the length
of the redemption code.

14) If a student does not show up you must email their name, DOB, and Student ID to
the curriculum secretary, Krissy Mahan, @ kmahan@kpbsd.k12.ak.us to enroll
your students into the program. Then you will be able to assign them to your
class.

To create a class

1)  Click on your teacher’s edition.

2)  Click on “Menu” in top left corner.

3)  Scroll down and select “Class Management”.
4)  Click on “Create Class” in the top right corner.
5)  Give your class a name.

You may name your class whatever you would like, but we recommend that you put the
year into the title because this course will remain with you as long as you teach this
grade level. Then add students to your class.

6) Click on “Add Students”.

7)  Select from Class.

8)  Select Content.

9) Select Grade Level.

10) Select Students from Search Results.
11) Select all your students.

Email Krissy Mahan if your student does not pop up with their first/last name or student
id number.

12) You may have to use your Ctrl button with the down arrow to see the bottom of
the search screen.
13) Click “Save”.

Simplified Login

1)  Select the “Menu” tab in the top left corner.

2)  Select “Class Management”.

3) Click on “Edit Class”.

4)  Select “Use Simplified Login for this class.

5)  Select the picture you would like to be displayed.
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Class Nama
[Johnson 2015-16

Grade Level

[ v

Simplitied Login
! Uise Simplfisd Login for this class Check thes for K-2

Simplifie=d Login allows students who are teginning readers to access ConnectED through a
sthool-specific UHL, an easy-to-remember icon, and a pictonal password. Be sure to note the
school-specific URL located below the class roster, which students will need to log in

Simpitied Class lcon

Sawe Cancel

You have now created your class, and enrolled your students!

As
1)
2)
3)
4)
5)
6)

signing materials to students

Click on “Menu” in the top left corner.
Click on “Resource” tab.

Toggle down to the Chapter and Lesson that you would like to assign.
Click on the “Gear” on the bottom right of the material icon.

Select “Assign this Resource”.
Create the Assignment Name.
Assign a start date.

Assign a due date.

Assign an expiration date.

Select the students you would like to assign materials to.

Click on the green “Assign” button when finished.

For additional information, such as creating assessments with standards linked to them,

em

ail your site’s Instructional Coach.

KPBSD New Employee Handbook
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Adopted Materials K-5 Science

Signing Up for your TCI Teacher Subscription (KPBSD)
Your online Teacher Subscription contains everything you need to plan, teach, and

assess each chapter’s lessons. If you hit any snags, call customer support at 1-800-
497-6138.

1)  Copy and paste the following link into your browser. (Use Firefox or Google
Chrome.) http://subscriptions.teachtci.com/teacher/3wv6r5v.

2)  Fill out the form. Use your district email, create your own password, check the “I
agree” box, and then click the purple button.

Sign Up for a Teacher Subscription

Account: Kenai Peninsula Borough School District
Email

Confirm Email

First Name

Last Name

Password

Password must be at least 6 characters long.

Confirm Password

[11 agree to TCI Terms of Use and Privacy Policy.

Sign in
Forgot your password?

3)  You are now in your Teacher Subscription. Click “Add Program” and choose your
grade level.

Program Title Action

Bring Science Alivel Exploring Science Practices Grade 1

22015 Add Program
« Younave signed up i
My Programs Bring Science Alivel Exploring Science Practices Grade 2 Add Program
©2015
Nove Z)r;&?ciencs Alivel Exploring Science Practices Grade 3 2t Fes A
Free Trials
. i o gr;lggclence Alivel Exploring Science Practices Grade 4 Add Program
None
Bring Science Alivel Exploring Science Practices Grade 5
2015 Add Program
o]
Al Bring Science Alivel Exploring Science Practices Grade K
22015 Add Program
4)  Click on a purple lesson title, or click the
‘“ 9 = . . .
Teach” icon to the right of the title. This opens your Table of Contents.
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5)  Select the Unit Lesson that you would like to view. This will take you to the visual
lesson guide (TCI calls this a “Presentation”)—your one-stop shop for planning

and teaching.

6)  Click through the slides to plan your lesson before class, and then use these

same slides with students when doing the activity during class.

7)  To print or project the Interactive Student Notebook and any other handouts, click

“Materials” in the top row.

Student View (=

Table of Contents Presentations Materials Assignments Assessments Gradebook More >

Teach  Assign

Unit 1 - Environments and Living Things

EW »
R ®0 6 @

Lesson
1-Where Do Organisms Live?

© 2-How Does Living In a Group Help Some Animals Survive?
-4 LNl L L2 0 L]

The next time you visit, sign in from www.teachtci.com.

Just click the “Sign In” button in the upper right corner. Enter your username (email) and

password.

What s TCI?  K-12 Programs

Bundle and Save

If your school wants both print and
digital, you can have it all.

Discover Your Bundle

Webinars

Your Updated TCI Subscription: Key
Things 1o Know

Vi Webin s

—

£ B P T -

FREE
TRIAL FREE 30 DAY TRIAL

( GetStarted ) ¢ s
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Adopted Materials Secondary 6-12

Biology, literature, and social studies online for students and
teachers

1)  To access your online literature or social studies series you must login to your
PowerTeacher account.

Teacher Sign In

Username

Password

\ |

Authorized Users Only
Contact KPBSD Data Processing at 714-8878 For Support

2)  Once in your courses screen, in the upper right corner there is a square with an
arrow coming out of it. Click on that, then click on “Pearson Courses” which is
highlighted.

Wsnams Mnsan 12 Gavnaen | Halp Lser ks =g it

Sehaal Fosdow Bidde Srheel  Tam! 3%

1]

% PowerSchool

i

wigation
ot P Current Classes
v Duletin
hestdue ™if 0 Hunrzm -] il HF A Eﬁ B
¥ Carevlory - X
- PR 8 Languge Arts 8 B B X B =
sonales . _— o x. =
By PR P L & & EH B X B =
.:rI; ndAnns o [ 1-:i' E Ll:'.' \( & =
sAenk Froas PEGA Fute < '|- E E _:‘\(\ E’ F
1 Rt A = ' =
'rl-;'.*:'u". Hrhawinr P f Lang-age A (= ﬁ E- A & -~
P 21 AnguRne As ﬁ- E H'-,_'." .)";; Eﬁ =
e P B Language Arts "_'1‘ E F- /’\ EB =
Latest Updates

mr;ﬁ:grﬁ,iﬁhb le Chieh Hara fer the Litsst PomsrSehasl Malies Naws/Updite
I C2RR2NE Mwed by oo LOP sceenmmodabiun pages thal was causng e v mcoommudalcns o be bsled forsome shudents, §ssse double

AF}I‘J stﬂrg_ check yoir arcnmmadainns i ool ies

. P Ed B P nm ol m by el it i o mns b 1 sl

yullnble on the

3) Managing products is how you add text and resources to the students
PowerSchool accounts. You have to add the products to each class. The
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4)

“Manage Products” link will pop up with a drop down menu. Select the materials
for either literature or social studies materials. This will assign it to all of the
students in the class. For you to assign resources you must go through the
website links.

T add books
and resoncns
18 i

S0OM sutans Woate Rerdis | % S &
o ok and

T Hds
zes & Products products hees 25 Schoal Year
e g

arbel e e, dok B Add Frshes baba 'z Peophl 2" w b ams G2 i:il:humrﬂ-hl:luqu
W PR ST R O A M0

5. Prsesm Succesbe

 Larrguage Gty - $&) - 42 Auidene Szur hences Prodects
e S 1B 210 bbarad Grase * (e TE T RN AC SR Successhe: Plus
T Langzaps fris - 34« 52 Sy o Moaler i'aroage Prodacts
Taacher
ireesoan - 14 - 55 Stuswrm Rzainr m BCCASS 0
creaie
rgpaage Grie -4 - 52 hu derk: Mzaler #dd Frodects agﬁﬂﬁ“’ﬂ‘-‘ﬂt
5 i throwgh
AR AT - TIA] - B2 Sz Rzaner Al Prioadimts this lnk
rguage Srix -TA) - 52 Shusere Tzainr m

£
For help assigning and managing any of the Pearson products

(Literature, Biology, and Social Studies) go to: http://mypearsontraining.com/.

Math online for students and teachers

1)
2)

Go to www.my.hrw.com, register.

The first time you register, you MUST have a hard copy teacher edition for the
course that you want to add to your account. It does not matter if more than one
teacher is using the ISBN, but it does have to be with you because you will be
looking up a word on a patrticular page to prove that you have a right to access
materials.
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3)

Teacher One-Stop Planner
Interactive Answers and Solutions

Home Help Log Out
L0 t -
Mifflin
Harcourt Tt
‘Welcome Learning Management
Thwone Jobeee My Subscriptions Center
My Account ¥ Classes and Students
Update My Registration
: Go to the Online Textbook cheliilas
TREgestes Anothes ExamView® download ADD A CLASS
1SBN or Key Code:

Learn More

WebChecker

Read Me -

Answers and

Holt McDougal Algebra 1, Common Core Edition ©2012

Go to the Online Textbook
ExamView® download

Teacher One-Stop Planner
Interactive Answers and Solutions

Read Me -

Answers and

Holt McDougal Mathematics Grade 6, Common Core Edition ©2012

Go to the Online Textbook
ExamView® download

Teacher One-Stop Planner
Interactive Answers and Solutions

Read Me -

Answers and

Holt McDougal Mathematics Grade 7, Common Core Edition ©2012

EDIT A CLASS

EDIT A STUDENT RECORD
EDIT COMMENTING

PRIVILEGES
DELETE A CLASS

DELETE STUDENTS

& Assignments

HOW TO USE
ASSIGNMENTS

To link your math products to your PowerSchool (or any item to your class in PS):

If you are going to make your video available in
Power School, do the following.
Open Google Drive

Click Upload File
Share With "Anyone who has Link"

Copy URL

Open Power Teacher / Gradebook

Choose Class

Click on My Content

Past URL

Go to Class Info

Add Link

KPBSD New Employee Handbook
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Art Curriculum Materials

KPBSD is one of the few districts in the state to have a published art curriculum which
contains all 4 arts disciplines. Within it are benchmarks, standards, and ideas for
teaching each art form.

We live in a world awash with visual imagery and symbolism. They are a cultural and an
historical component to our understanding of the world. Looking at images critically and
aesthetically is a necessary skill that requires repeated exposure, practice and
reflection. It is a skill all students need to have in order to successfully decode a majority
of the information they receive on a daily basis.

Most schools have small collections and the Curriculum Support Center (CSC) has a
collection of over 300 art posters. They are divided into the categories of: sculpture,
portraits/people, still life, abstract, land/sea/city scape, masks, animals, and fiber arts.
One way to utilize these posters is by having the CSC send you several from a
particular category that corresponds to themes you are teaching. The Art Appendix
contains a list of easy activities that you can do with a poster.

A guide called Reflecting on Art Critically and Aesthetically can be found in the
elementary appendix of the art curriculum.

Red bag Kits

Found at the CSC, these are a complete art lesson with images, instructions, and
samples. All you need to provide are the consumable supplies. These kits are very
adaptable up and down the grade levels. Complete lists of kits can be found within the
elementary curriculum by grade level or within the CSC searchable catalog under art
kits.
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Additional art education materials

Each elementary and small school in this district was provided a collection of materials
for teachers that include the following:

e 1 set Adventures in Art K-6 curriculum, teachers editions (comprehensive
curriculum maps for these texts can be found in the visual arts appendix, see link
below)

Start with the Arts PK curriculum (suitable for kinder use)

Elements and Principles of Design Posters and color wheels (2 sets)
Art is Fundamental elements and principles of design lesson book
On Stage Used for teaching Drama

At the CSC there is a large selection of art resources including videos, instruction
books, artist information books, and CD’s.

Important links

% KPBSD Art Curriculum
http://www.kpbsd.k12.ak.us/departments.aspx?id=36_or go to the KPBSD website then
select Departments/Curriculum/Fine Arts/Dance, Drama, Music, or Visual Arts.

% KPBSD Health Curriculum
http://www.kpbsd.k12.ak.us/departments.aspx?id=33788 or go to the KPBSD
website then select Departments/Curriculum/Health/Common Sense Media Lessons
and Materials.

¢+ Curriculum Support Center
http://www.kpbsd.k12.ak.us/departments.aspx?id=122 or go to the KPBSD website
then select Departments/Curriculum Support Center.

% KPBSD Warehouse
http://www.kpbsd.k12.ak.us/departments.aspx?id=76 - or you can go to the KPBSD
website then select Employees/Warehouse Catalog. This is used to order supplies for
your classroom.
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Leave

Leave and getting a substitute

All employee absences must be recorded on your timesheet. Leave cannot be used in
increments less than an hour. The district uses a variety of procedures and forms,
depending on the policy and/or Collective Bargaining Agreement(s) (CBA). Your
employee Webpay portal shows all leave that has been earned and used, and should
be consulted regularly. It is your responsibility to keep track and verify you have the
leave available before applying for or taking leave.

Leave reported via electronic process
The electronic leave form is located at:
e Qutlook > Public Folders > All Public Folders > Forms

There are five forms to choose from:

Leave Form (certificated and support staff)

Personal Leave at holidays (certificated staff only)

Compensatory Time Request Form (support/exempt employees only)
Administrator Leave form (administrators only)

Contract Leave @ Holidays (administrators only)

The employee initiates the leave request process by opening and completing the
electronic form and forwarding it to the building administrator. The administrator cc’s
his/her secretary and forwards the form to District Office after approving or not
approving the request. (The building administrator does not need to cc anyone but the
school secretary.) Certified and Support leave requests are to be forwarded to the
Human Resources Manager. Administrator leave requests are to be forwarded to the
Superintendent.

Sick leave

Sick leave is used due to illness, accident, or medical appointments (including dental
and eye), or to care for an immediate family member. The definition of immediate family
members as it pertains to this leave can be found in the CBA. Employees should make
every effort to schedule routine appointments at the end of the day or after hours. A
doctor’s note may be requested following any absence due to iliness, but is required for
absences of 5 consecutive days or more. For leave of ten or more days, please contact
Human Resources for FMLA/AFLA eligibility.

Process: Sick leave is recorded on the monthly time/leave sheets. An electronic leave
form (located in Outlook in the Public folder) is submitted to the principal. Maternity
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leave, long absences, and extenuating circumstances are submitted to the Principal and
HR office in writing and/or by email for consideration.

FMLA/AFLA (Family Medical Leave Act)/(Alaska Family Leave Act)

This is not a leave type and these laws don’t provide an added source of paid leave but allows
an employee to be absent for an extended period of time.

Process: Contact Kelsey Ciufo in Human Resources as soon as possible to determine
eligible for FMLA and/or AFLA. If approved, sick leave is recorded on the timesheet under the
Used Sick column and by populating the note field indicating family medical leave.

Personal leave

Personal is for vacation or R&R time and a leave form must be pre-approved by the
supervisor prior to use. If Personal leave is used during the first or last two weeks of school
or surrounding a holiday (Thanksgiving, Christmas Break, Spring Break) approval must also
be approved through HR.

Process: Personal leave is recorded on the monthly time/leave sheets. An electronic
leave form (located in Outlook in the Public folder) is submitted to the principal, if the
leave is used during the first or last two weeks of school or surrounding a holiday
(Thanksgiving, Christmas Break, Spring Break) the electronic leave form must also be
approved through HR. The employee checks “other” leave and notes the reason for
leave in the comments section, then forwards the request to his/her supervisor. Once
approved by the principal, the principal will forward it on to HR.

Instructional leave

Instructional leave is a negotiated item that provides one (1) day for instructional leave
without loss of pay. Its use is requested by the employee, to his/her supervisor. This
leave is used for collaborating with teams, analyzing data, or professional growth.

Process: The teacher will email and/or write a request to the building principal, upon
approval an electronic leave form (located in Outlook in the Public folder) is submitted to
the principal. The building principal will keep that documentation on file at the school
level and the employee will record his/her Instructional leave on the monthly time/leave
sheet under the “Other” column and by selecting Instructional Leave from the drop down
menu under “Reason”. The building administrator is responsible for making sure only
one day of Instructional Leave per employee is charged to the school. The substitute (if
necessary) should be charged to the regular school sub account.
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Instructional Leave Bank

The instructional leave bank will provide an opportunity for a TENURED , certificated
employee to apply for up to five (5) days of instructional leave per year. The teacher must
apply at least 45 days in advance of the requested leave. Applications are available on the
District’'s web page in the Forms folder. More detailed information regarding qualifications and
requirements can be found in the CBA. This leave type is recorded on the timesheet under
the other column and by selecting the leave type from the drop down menu under reason.

In-service leave

In-service leave used for training the employee has been invited to attend for such
purposes as coaching meetings, curriculum development, periodic meetings of
counselors, librarians, small/large group training, etc. Employees and administrators
are notified of these meetings via an in-service meeting notice that authorizes payment
for substitutes out of a specific account number. (Example: Title | grant is paying for
teachers to receive reading remediation training during school hours and substitutes are
required...the substitutes are charged to the Title | grant account number.)

Process: The teacher gets approval from the administrator to attend. In-service leave
is recorded on the monthly time/leave sheets with an accompanying account number
and the note field should be populated providing what in-service was attended.. An
electronic leave form is completed by the employee and submitted to his/her supervisor,
who reviews it and forwards it on to the appropriate department or director.

Career Development

Career Development leave is used to pursue educational experience pertaining to your
job.

Process: Teacher requests leave through the Career Development Grant application
process and approved (in advance) by your administrator, the appropriate group (KPEA,
KPESA, KPAA, or Exempt) and District Office. Refer to the career development grant
application for details. This leave type is recorded on the timesheet under the “Other”
column by selecting the leave type from the drop down menu under “Reason”. The
electronic leave form is also required.

Professional

Professional leave is for attendance at a function or conference outside of the District
that a District Office Department has requested the employee attend.

Process: Professional leave MUST have prior supervisor and District Office approval.
This leave is recorded on the timesheet under the Used Personal column by populating
the note field indicating “Pre-approved Professional”.
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Staffing

This is leave only used by teachers participating in IEP’s. This does not require the
teacher to leave the building to record the leave, but must be recorded regardless of
where the IEP was done. This requires your supervisor's approval and the leave type is
recorded on the timesheet under the “Other” column and selecting the type under
“‘Reason”.

Co-Curricular

This leave type is used to attend a school sponsored activity (field trips, sports travel,
etc.) that involves traveling with students as coach or school requested chaperone.
This requires your supervisor’s approval. It is recorded on the timesheet under the
“Other” column and selecting the type under “Reason”. (An employee who is a parent
traveling with team, not as a school-requested chaperone should record personal
leave.)

Legal/Jury

This leave type is used for jury duty or if an employee is subpoenaed to testify and is
not the plaintiff or defendant. This requires your supervisor’s approval and
documentation will need to be provided (i.e. subpoena or a Certificate of Attendance
from the Clerk of Court) to verify attendance. This leave is recorded on the timesheet
under the “Other” column and selecting the type under “Reason”.

Comp

This leave type is only used for eligible support and exempt staff and must be approved
in advance by your supervisor and District Office. More information can be found on the
electronic leave form.

Military Leave

Paid military leave is addressed in the CBA. Please contact Human Resources for more
information.

Union

This leave type used to attend union events/functions. This MUST have prior
approval by your supervisor, appropriate group (KPEA, KPESA, KPAA, or
Exempt), and Human Resources using the electronic leave form. This is recorded
on the timesheet under the “Other” column and selecting the type under “Reason”.
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AESOP (sub Finder)

Log on to Aesop

The first step to log on to Aesop is to visit the Aesop website. Put
www.FrontlineK12.com/Aesop into your internet browser's address bar and hit the Enter
button on your keyboard.

Google

| € C [ www.Frontlinekl2.com/Aeso; 8 = l

This will take you to the Aesop website. At the top right corner of this page you will see the
area to login. Use the ID (most likely your 10-digit phone number) and PIN provided to you by
the district. Once you have entered this info into the boxes click the Login button. Larissa
Mika, from the HR Department, will inform you of your district Id number.

hce Management GET A DEMO

ps Aesop Contact Us
rhos oy He Search sie Search

Victoria County School District
Walker Middle School
TO: Chesterton, lan

1/5/2013
Dear lan

We have the pleasure of notifying you that Victoria County School Distnct is using an automaty
substitutes This senice is called Aesop The Aesop semice will be avadable to you 24 hours

1. You can interact with Aesop on the intemet at hitp /www fronthinek 12 comvassop H

exercise other features such as uploading your lesson plans for substitutes to view onlin

2 You can also call Aesop toll free at 1-800-942-3767. Simply follow the voice menu to
computer recording of your name and title. To do this. press Option 4 and foliow the prg

Important Notes:

Your ID

ing Aesop are as follows

ID Number 5555551291

PIN Number 4549

*When entenng an absence, please wat until you recene a confirmation number before you ter|
receive a confirmation number,
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What if | forgot my PIN?
You can click the "Forgot your login" which will open a new page. On this page you can
have a PIN reminder sent to your email address.

W

Home page web alerts

Before you are taken to your home page you may first get a pop-up of your Web Alerts.
Web Alerts are alerts that have been created by your district for employees to see. They
can contain important general information that may be useful to you. Once you have
read the alerts you can click the Dismiss button to move on. These web alerts can be
revisited at any time from the Top Bar.

Important Notifications x

@) Victoria County School District posted on Monday, January 07, 2013

t that Bus Fricay 15 D000 your 08t 10 school ast
v

9 Dismiss

Once you have dismissed your Web Alerts you will be able to view your home page.

W e

Aesop

#  Absence Feedback Account Directory Time Entry Help

December 3013 January 1013 February 2003

Uy

N o Moo " 12 1B 4w

7T W ¥ B2 n H nn NN " Y »®» n n

MDD N T BN n»n ¥ »n ¥ N TN

4

m 1 Scheduled Absences 1 Past Absences 1 Denied Absences

Pledse select » cate

Juvsany 2013 o

Notes %o Adminas 3501 Voces 0 Sodomt trgrn
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Top bar
At the very top of your home page you will see a black bar with three different buttons
you can click on.

ian Chesterton @Nonncanons Logout

Your name — Clicking on your name will take you to your Account tab where you can
change things like your personal info, PIN, and your preference list. These items will be
covered in more detail later in this guide.

Notifications — Click here to view the Web Alerts your district has sent you.

Logout — Click the Logout option to log out of Aesop and be taken back to the login page.

Main tabs
The Main Tabs will help you navigate quickly to the different areas of your Employee
website.

“ Absence Feedback Account Directory Time Entry Help

Home tab — The tab with the blue house icon is your Home Tab. You can click this tab from
anywhere in the website to be taken back to the home page.

Absence — The Absence Tab will take you to the absence creation page.

Feedback — Clicking the Feeback Tab will take you to the feedback section of the site where
you can leave feedback for absences that ended in the past 14 days. You can also view past
feedback that you left or was left for you.

Account — The Account Tab will take you to where you can change your personal info,
change your PIN, edit your preferred subs, and view your absence reason balances.
Directory — Under the Directory Tab you can view substitute phone numbers as well as a list
of people who approve your absences.

Help — The Help Tab will bring you to a page where you can access user guides and

training videos.

Calendar — Just below the main tabs is your calendar. The calendar is color coded to show
the different types of days.

You can move forward and backward in time on the calendar by using the arrows indicated
below.
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December 2012 January 2013 February 2013

1 2 3 4 1
8 9 10 n 2 5 6 7 8 »
10 11 12 13 “ ; |4‘ 15 16 7 » 11 12 13 4 8
17 1 19 20 1 21 2 2 4 5 18 19 20 21 22 2
2 24 28 26 21 28 D 2 23 2 0 N 2 28 26 27 28

B N

Clicking on an individual day in the calendar will pop up information about that day. If it
is an absence day you will have options (depending on your permission setup) in the
pop-up to cancel the absence, view more details, or view attached documents.

February 11 x

Scheduled Absence Conf # 99061570

B Fuil Day &

8:00 AM - 3:00 PM
Personal Day

Walker Middie School
Barrowman, George

Absence tabs

In the Absence Tabs you can create new absences as well as view upcoming, past, and
denied absences. Clicking these tabs will not take you away from the Home Page but will
change what you are viewing on the Home Page.

Create Absence 2 Scheduled Absences 3 Past Absences 1 Denled Absences
: |

Create absence — Here you can create a basic absence right from the Home Page.
Scheduled absences — Under this tab you can view a list of upcoming absences that you
have already scheduled. Depending on your permissions you may also be able to cancel an
absence from here.

Past absences — Under this tab you can view your past absences for the past 30 days.
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Absence creation

Note: Absence creation may look slightly different on your website
depending on your district’s settings

There are many things you can do and see on your Aesop website, but as an employee one
of the most important things is the ability to create an absence. We have made it easy for you
to do this right from your Home Page.

Basic absence creation
To start the absence creation process scroll down to the Create Absence tab on the
Home Page.

Create Absence 2 Scheduled Absences 3 Past Absences 1 Denied Absences
Create Absence 2
Please select a date Need more options? Advanced Mode

January 2013 (s Requiced m FILE ATTACHMENT S
Fri, Jan 18

Absence Reason Select One
8 9% 10 1

O January 2013 [+ ] Subd o1 1 17 18 Time - 5
Su o Oy =

o

Notes to Administrator Notes to Substitute

Absd R Choose Fie | No tée chosen

Related Files
4 15 1% 17 @8 1 Timg

28 29 N N

Most absence scenarios can be created right here from the home page.

Choose the date/dates
When selecting your absence date simply click on the single day and it will be
highlighted in blue.

You can also click on multiple days to create a multi-day absence. The days do not

have to be consecutive.
,

Tue, Jan 15 - Wed, Jan 16; Fri, Jan 18}

D January 2013
- o ° Subs
Abse
g8 9 10 N
14 45 16 17 '8 Timég

21 2 2 N B

28 2 M MM
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Helpful Hint:
You can select multiple days individually or click-and-drag to select a range of dates.

Absence details
The next step is to fill in some details.

Substitute Required

Yes
Absence Reason Select One E]
Time
s Full Day E]
to

Notes to Administrator Notes to Substitute

Substitute required

This option may already be predetermined for you but you may have the option to
choose if a sub is required or not. To change the option from "Yes" to "No" just click to
move the slider.

Substitute Required é n

Absence reason
Choose your absence reason from the dropdown list.

Absence Reason Select One E
Select One
? e Bereavement>immediate Family

Bereavement>Non Immediate Family
lliness>Family lliness
lliness>Personal lliness

Miltary Leave

Professional Day

Unexcused Absence

imes G Aot e
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Time

Choose what type of absence this is. Is it a Full Day Absence? Is it a Half Day Absence? Is

it a Custom Absence?

Time

Booomna v Al e

Full Day

Half Day AM
Half Day PM
[ Custom

If you do need to enter custom times, choose "Custom" from the dropdown and then enter the

custom times in the boxes provided.

Time
Custom

— 05 00 AM

[=]

to 0400 PM

Optional details

There are a couple of optional things you can do as well before saving the absence.

Notes - You have the ability to leave notes for your administrator and for the sub who will be
filling in for you. The notes you leave for the administrator will not be visible by the sub. The
notes you leave for the sub will be visible to the administrator.

hamster

Notes to Administrator Notes to Substitute

Please don't forget to feed the

Attach afile

Aesop gives you the ability to attach files to your absence for your substitute to see.

You can attach Word, Exel, and PDF files.
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FILE ATTACHMENTS

:_Choose File | No file chosen

To attach a file click the Choose File button and browse your computer for the file you want
to attach. If you are using a web browser like Chrome or Safari you may also be able to just
drag the file right into the drop area you see in the picture above.

Once you have added a file you will see the name of the file in the File Attachments area. To
delete the file use the trash can icon.

FILE ATTACHMENTS

| Choose File | No file chosen

Lesson Plans. docx

Saving the absence

Once you have filled in all the required fields click the Create Absence button at the
bottom right corner.
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Full Day

to

Notes to Substitute

Please don't forget to feed the
hamster

_Choose File | No file chosen

Lesson Plans docx

7 @

Related Files

Cancel + Create Absence

Once the absence is saved you will see a message at the top of your screen which will
include the confirmation number. The absence will also show up under the Scheduled

Absences tab.

¥ Absence Created. Your confirmation number is #99177535

X Dis

miss Message

Advanced mode

There may be times when you need to create an absence that is a little more
complicated. For example, you need to use a personal day for day 1 of the absence but
an illness day for day 2 of the absence. For situations like this you can use the

Advanced Mode of absence creation.

To access the Advanced Mode you can click the Absence Tab in the Main Tabs...

Aesop

Absence

Feedback

January 2013

2 3

1
J—?—a 9 [10''11

4

Account Directory

February 2013

5 6

-
U

...0r you can click the Advanced Mode button found under the Create Absence tab. Both take

you to the same place.
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T S R Wy B o AL | JE L S 4 B 3

22 2 0 »n 4 28 26 27 2 24 26 26 271 23 2

Create Absence 3 Scheduled Absences 3 Past Absences 1 Denied Absences

Please select a date

January 2013 o

Substitute Required m

Advanced mode is basically the same as the normal absence creation except for one

major difference, and that is the ability to add Variations. What is a Variation? Well,
let's walk through it.

Let's say you are creating an absence like the one we described above, a different
absence reason on each of two days. While in Advanced Mode, fill out the top section
like you were creating an absence just for the first day.

Once you have done that click the button + Add New Variation.

Mon, Feb 25 A

(] February 2013 1] .
Absence Reason liness>Personal liness v

Time
Full Day
7

]

18 19 20 29 2

+ Add New Vanation h

This will expand the absence creation area with a new section called "Variation #2". In this
new area you would enter the information for the second day of the absence. This allows you

to use one absence reason for the first day and a completely different absence reason for the
second day.

Variation #1 - Mon, Feb 25 A

February 2013
° X O Absence Resson

L Time
& PR (&) T e

1M 12 13 1 15 L
18 19 20 21 2

25 26 21 28 1
+ Add New Variation

Vanation #2 - Tue, Feb 26 A

February 2013
2 ) O, Abvence Resson

3 Time
4 5 6 7 8

" 12 1 w“ 15 o
18 19 20 1 22

25 1280 21 2 1

+ Add New Variation Delete This Vanation
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See the image below for another example of how Advance Mode could be used. In this
example you have a five-day absence where Mon, Wed, Fri are Half Day AM and Tue,

Thur are Half Day PM.

Varnation #1 - Mon, Feb 25; Wed, Feb 27; Fri, Mar 1 A
o March 2013 o .
Absence Reason Personal Day -
25 26 (27 28 1 Time =
= Half Day AM -
4] =67 85 T 5. ==
M o122 13 14 15 »
18 19 20 21 22
25 26 21 2 2
+ Add New Variation
Variation #2 - Tue, Feb 26; Thu, Feb 28 A
(<] February 2013 (/] —_
Absence Reason Personal Day v
! Time =
S VRITeA 15 [s Half Day PM |=)
1 12 13 U 15 to
% 19 20 1 22
25 28 21 '8 1
+ Add Now Variation Delete This Variation

You can add as many Variations as you want to create the absence the way you need
it. Once you have finished adding Variations you can also add notes and attachments.

When you are ready to save the absence click the Create Absence button.

Assigning substitutes

Some employees will have the ability to assign a sub to their absence when they create
it. If you have been given this permission you will see a "Create & Assign Sub" button

at the bottom of the Absence Tab.

w

Notes to Substitute
| Choose File | No file chosen

Related Files

/

Cancel + Create & Assign Sub + Create Absence
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Assign a sub during absence creation
At the end of the absence creation process you will be given the option to go ahead and
assign a sub (see above image).

Important:

It is your Responsibility to communicate with the substitute of your choice to ensure
that they are willing to accept the assignment before you assign them. Aesop will
not notify substitute automatically.

When you click the Create & Assign Sub button a window will open which will allow
you to choose the sub to assign. Use the search box to search for subs that are
gualified and available to fill your absence. Once you start typing in a last name into the
search box, matches will drop down below the box.

Assign Substitute Conf# 99193983 x

L is your Responsibiity b mrmunicale with the substiute of your choice 10 ensure that they are wiling to accept

the assignment befora you assgn them. Aesop will not notify substtute automatiCally

Search for Substitute View List of Substitutes
bd
Baker, Dee L
555) 5556394
Baker, Tom L

.
610) 914-5888

Barrowman, George

555 5556361

M e ®

When you see the name you want just click on it to select it. Then click the green
assign button to assign them to your absence.

Search for Subslitule

The other option would be to select the sub from your list of preferred subs. This list will
appear just below the search box. Just click the circle next to the name of the sub and
then click the Assign button. If the person's named is grayed out that means they are
not currently available to be assigned.
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Or Seiect from Preferred List

Baker, Tom @ Barrowman, George @
(610) 914-5888 (555) 553-6361

Jackson, Jen @
(5535) 555-1286

MacTavish, John @
® (555) 555-1287

After you click the Assign button you will get a notification at the top of your screen indicating
that the substitute was assigned successfully.

¥ Substitute Assigned Successfully ¢ Dismiss Message

Assigning a sub to an existing absence
To view a list of your currently scheduled absences click the Scheduled Absences tab.

In this list you will see absences that have the green Assign Sub  button. Click the
green button for the absence you want to assign a sub to.

Create Absence 3 Past Absences 1 Denied Absences
Date = Reason _ Lecaton Duration __ Tme
soms B —> EZZTIEESR o
23 Jan 2013 Hiness>Family lliness Walker Miogie School - Full Day 800 AM -300PM
$9061570 B & m View Details
1 Feb 2013 Personal Day Walker Middie School . Full Day 800 AM - 300 PM
- # [ [ e SR

This will begin the same assignment process which is outlined above.

Assign Substitute Conf# 99108930 x

i your Responsbit,

Search for Substitute View List of Substitutes

Or Sedect from Preferred List
Baker, Tom ® Barrowman, George @
312) 5353-7963 333) 355-6361
Jackson, Jen @
555) 335- 1286

MacTawish, John @
353) 5551287
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Preferred Substitutes

Your district may have given you the ability to select a list of the subs you prefer to fill
your absences. Aesop will attempt to contact these subs first when you create an

absence.

Create Your Preferred Sub List

The preferred substitutes option will show up under the Account tab.

Aesop

3 Feedback

Absence

Account Directory Time Entry|

Personal Info

Change Pin

frve subs as your top favor

Absence Files

Preferred
Substitutes

Excluded
Substitutes

Absence Reason
Balances

Preferred Substitutes List

Substntuses moivded on thi:

e If they are Guathed and avaslable, Acsop will solfy they

3 i3t will De grvem proferental treatment by Acsop when aff

a3 Aow ey are notibesd

Substitute

To add a substitute to your list start typing

in their last name into the search box. You

will need to type a minimum of two letters for the search to start showing results.

RUSenCE Ty

Note: The number

Preferred
Substitutes

bd
Excluded
Substitutes Baker Dee
Absence Reason |- Baker Tom

Balances ~
Barrowman, George

of tavon

1S you can select and how they are notiied may va

Substitute

Once you have selected the substitute's name click the Add Substitute to List button

to add the sub to your preference list.

Preferred
Substitutes
Baker, Tom
Excluded
Substitutes

Order

Absence Reason

¥ Add Substitute to List é

Substitute

You can continue to add as many subs as

you would like to your list this way. You

probably don't want to add every sub in the district though because this would defeat
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the purpose of picking the ones you prefer. We recommend not picking many more
than five.

Don't forget to click the Save Changes button any time you want to save the changes
you made to your preferred list.

Revert Changes v Save Changes

Favorite Five

Once you have added a number of subs to your preference list you can select up to five
of them to be your Favorite Five . The Favorite Five will get even more of an
advantage when attempting to fill your absences. Substitutes that are marked as
favorites, and who are considered "qualified and available" at the time the absence is
created, will be notified instantly by email when you create an absence that needs a
sub. Also, Aesop will begin calling the Favorite Five subs during the next evening
calling period up to 120 nights before the absence.

To mark someone as a favorite, simply click the heart icon on their row in the preferred
list. If the heart turns red you know you did it correctly.

—

Once you have marked your favorites you can order them by using the up and down
arrows on the left. You can also drag them up or down in the order by clicking the drag
icon and dragging them into the position you want them. Ordering your Favorite Five
will determine in what order Aesop will attempt to contact them when making calls.

-
H)

2: R L 4 7
3~ A 1
4~ v B
s 2 || B

o]
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To delete a person from your preferred list click the trash can icon.

Don't forget to click the Save Changes button any time you want to save the changes
you made to your preferred list.

Revert Changes v Save Changes

Excluded Substitutes List
Another option you may have is to create a list of substitutes that you never want filling
your absences. Go to the Excluded Substitutes option under the Account tab.

A Absence Feedback Account Directory
—

Personal Info Excluded Substitutes List
Change Pin Substitutes on this kst will be blocked from viewing your abwnce+
Absence Flles

Preferred
Substitutes

Substitute
Excluded
Substitutes

Absence Reason
Balances

To add a substitute to your list start typing in their last name into the search box. You
will need to type a minimum of two letters for the search to start showing results.

Excluded Substitutes List

Substitutes on this list will be blocked from viewing your absences.

Ja v Add Substitute to List

Jackson. Jen
.
.. Jacobs. David
James Jesse

Jaspers. Tiffany

47
KPBSD New Employee Handbook Revised 7/19/16



Once you have selected the substitute's name click the Add Substitute to List button
to add the sub to your exclude list.

Excluded Substitutes List

Substitutes on this list will be blocked from viewing your absences,

When you add someone to your exclude list you are preventing them from seeing

absences that you create. You can add as many names as you like but we recommend
keeping the list very small.

To remove someone from your exclude list click the trash can icon.

Excluded Substitutes List

Sutatitutes on this kst wil be blocked Irom viewing your absences.

Substitute Actions

) &

(dned

Revert Changes ¥ Save Changes

Don't forget to click the Save Changes button any time you want to save the changes
you made to your list.

Revert Changes v Save Changes

48
KPBSD New Employee Handbook

Revised 7/19/16



Substitute Foldey

Welcome to room:

Daily Schedule: Please see attached print out of schedule.

Attendance Procedures: (A guest code for Power
Teacher will be supplied by your school secretary to all substitutes.)

Dismissal Procedures:

Helpful students:

High time behavior students/ISPs:

Teachers to call for assistance: name/room
number/phone #

Fire drill buddy teacher: This teacher will collect the
class roster to deliver to the secretary while you watch both classes.

Children with meds/food allergies:

Parent volunteer schedule:

people You Need to Knoy,

Principal: ext:

Vice Principal: ext:

Secretary(s): ext: or ext:
Nurse: ext:

Custodian: ext:
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viow to Geg

Art Supplies:

Custodial Help: Use the intercom button by the light switch to call the office

gmergency Signals and Drillg

Fire Drill:
Take with you: Walkie-talkie radio and class roster with a pen to mark absent students

Procedure: Students line up and follow exit route to the front parking lot—close the

door

Also: Students out of the room will be brought to the outside line by that teacher

piscipline and Classroom Managemen

Quiet Signal:

Discipline Program:

Rewards:

classroom Ruleg
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classroom Routineg

Pencil Sharpener:
Drinks:
Restroom:
lliness:

Office:

More Info,,,

Teacher’'s manuals are located:
Duties:

Special instructions:
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Curriculum Support Center (CSC)

What is the Curriculum Support Center?

This center houses DVD's, book sets, art prints, art kits, models, Alaskan materials, and
other media which is available for loan. It is located at Soldotna Prep.

This collection can be searched by clicking “Departments > Curriculum Support Center”
at http://www.kpbsd.k12.ak.us/. It can also be searched directly using this link to their
online catalog http:/library.kpbsd.k12.ak.us/7062165/researcher#

Employees log in to this online catalog with employee number (include the e) for
Username and last name for password. Once in the catalog items can be reserved by
clicking on “Place Reservation” within the record for that item.

X
Place Reservation
To place a reservation, use the Copy Barcods drop-dowin to find an available copy. Once you have found one available for the dates you
desire, select those dates by clicking and dragging from the starting date to the ending date,
Copy Barcode: |Any v Copy Site:
Call Number: 372.4 Copy Location:
Volume: Copy Shelving:
Sun | Mon | Tue | Wed | Thur | Fri | Sat
26 i, 127 @, 28 a, 29 a, 130 a1 2
tosed B[ Closed Closed ™| Closed P losed F4 losed B
3 &, 15 a6 a7 9 4
losed =4 losed = losed ™ losed - Closed ™ Closed B3
10 A 11 @ |12 13 @ 14 @ [15 16 A,
losed ™4 losed Closed ™ losed " Closed P4 Closed P4
17 i, 18 @ 19 L) 20 4, 21 & 2 8 23
I B Closed ©4 Closed F losed ©9 Closed =% Closed F Closed ™4
24 f, 25 4, 126 @, 27 i, 28 @, 29 @, 30
I B4 Closed B losed B losed e Closed B4 Closed w Closed o
31 i, 11 0, 2 & 3 i 4 @ |5 4, 6 I
losed FF Closed * losed B4 osed P4 Closed *4 osed FA losed ™4
Cancel | OK

The following reservation window will open for date selection. The requested item(s)
will ship from SoPrep on Friday and will arrive on the day your school receives district
mail.
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cadnvas

STEP 1: create course Shell

Log into Canvas
Click “Start a New course” from the Canvas home page
Type in the Course Name

Create course

. Click
Click Settings from the tabs on the left hand side

R whPRE

. Share to Cor
Course Details Course is Unpublished L2 o bommans
Student View
Name: KPBSD Course Shell
ez Course Statistics
Course Code: KPBSD [) Course Calendar
Time Zons: Alaska (-0500) @ Conclude this Course
Department: Professional Development T Pemmanently Delete this Course
this Course
Term: Default Term & conr
% I[mport Content info this Course
Starts: B
#% Export Course Content
Ends: B

9 Resst Course Content

[ Ussrs can only participats in the course betwesn these dates
This will averride any term availzbiity settings

Language: Mot set {user-configurable, defaults to English [US]; Students: None
Teachers: 1
Join the Canvas Translsfion Community
TAs: MNone
his will override any language p . This is only for forsign language courses. e None
File Storage: 500 megabytes Observers None

Grading Scheme: [ Enable course grading schems

License Private (Copyrighted) [7]

Wisibility: [ Make the syllabus for this course publicly visible
[ Make this course publicly visible (student data will remain private)
[ Make this course visible to suthenticated users

[ Include this course in the public course index

[ Restrict students from viewing course after end date

[ Restrict students from viewing course befors start date

Format: On-Campus
Epub Export: [ Organize epub by content type (default is by module)

Description:

more options

Update Course Details
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Fill in

Starts: Current date

Ends: Date of PD event

Format: Click On-Campus. Change to On-line if the course is asynchronous

e Description: Create a short description of the professional development opportunity
e Click Update Course Details

Note: When the district assigns a course such as Certified Mandatory Trainings, you are a
student. Canvas connects with Power Teacher and the courses you are teaching have your
students accessible. Your course is the Canvas shell that you will input your course
information/assignments. Canvas has a Commons section which are pre-made courses that
you can search through and find information you may want to copy to your course. For
additional help please speak with your school Professional Development Facilitator or browse
the Canvas Commons to see what may be relevant to get at your site.
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