Revised 8/24

Reserve
Teacher
Handbook

Independent School District No. 271
1350 West 106th Street
Bloomington, MN 55431-4126

2024-2025 School Year

An Equal Opportunity Employer
00 MINgG 7
e b i By o ¥

—

Public Schools



BLOOMINGTON PUBLIC SCHOOLS
2024-2025 SCHOOL CALENDAR

START AND END DATES

Sept 3 First day of school 6-12

Sept 4 First day of school K-5

June 5 Last day of school K-12

KEY DATES

Aug 26-Aug 30 Teacher Professional Development

Aug 29-Aug 30 Elementary assessment day

Sept 2 No school K-12: Labor Day

Sept 3 First day of school 6-12

Sept 4 First day of school K-5

Oct 3 No school K-12

Oct 4 No school K-5 Grades 6-12 in session.
Elementary teacher professional development day

Oct 16 No school K-12 Elementary conference/comp day
Secondary professional development day

Oct 17-18 No school K-12: Education Minnesota Conference

Nov 1 End of Quarter 1 Middle School

Nov 22 End of Trimester 1: High school

Nov 27 No school K-12: Elem conference day/comp day; high
school professional development/work day

Nov 28-29 No school K-12 Thanksgiving Break

Dec 23-Jan 3 No school K-12: Winter Break

Jan 17 End of Quarter 2: Middle school

Jan 20 No school K-12: Martin Luther King,Jr. Day

Jan 21 No school K-12: Districtwide professional development day

Feb 7 s No school K-12; Elem prof dev/work day; sec conf/comp day

Feb 17 No school K-12: Presidents Day

Mar 7 End of Trimester 2: High school

Mar 10 No school K-12;Conference/comp day

Mar 11 No school K-12: Secondary professional
development/work day, elementary conference/comp da

Mar 28 End of Quarter 3; Middle school

Mar 31-April 4 No school K-12: Spring break

Apr 18 No school K-12

May 26 No school K-12: Memorial Day

June 5 Last day of school. End of Quarter 4: Middle sch; End of Tri
3: High School

June 6 Teacher work day

Dear Reserve Teacher:

This handbook is intended to assist you as you carry out your
responsibilities as a reserve teacher in the Bloomington Public
Schools.

We recognize that your task is a challenging one, particularly
when you are in an assignment for very short period of time.
Nonetheless, we expect each of our students will have dynamic
learning experiences in all of their classes every day and we are
pleased to have a group of well qualified, conscientious reserve
teachers to whom we can turn as needed.

We hope you will enjoy your teaching experiences in the
Bloomington Schools in the coming year and look forward to
your valuable contributions in the classroom.

We would be pleased to receive your suggestions for improving
reserve teacher services in the District.

Yours very truly,

Eric Melbye
Superintendent of School
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Requirements for Reserve Teaching

® All teserve teachers in the public schools in the State of Minnesota are required o
have a valid, current Minnesota teaching license. In order to reserve teach in the
Bloomington Public Schools, a copy of that license must be on file in the District
Human Resources office. It is the responsibility of the reserve teacher to renew their
license whenever necessary. Renewals are done online with the Minnesota Profes-
sional Educator Licensing and Standards Boards - https://mn.gov/pelsb/

o A daily substitute may accept an assignment in any subject arca as long as that
substitute is willing or fu:ls competent to sub in that arca. Individuals holding

short-call substi

are not cligible to accept short-term

m-glmenuthumlongcdnn 15 consccutive days or long-call substitute

assignments.

School Hours

Reserve Teachers are requutd o observe the same school day as du: teacher.

When working a full day assig; reserve d to work the

following hours:
School Teacher Hours Student Hours
Jeff. & Kenn. High Schools 7:15-2:57 7:50-2:37
Olson Middle School 7:30-3:12 7:55-2:37
Valley View Middle School 7:30-3:12 7:55-2:37
Oak Grove Middle School 7:30-3:12 7:55-2:37
Bloomington Transition Center  7:30-2:00
Hillcrest Community School 8:20-4:02 9:30-3:50
Oak Grove Elementary 8:00-3:42 9:00-3:20
Olson Elementary 8:00-3:42 9:00-3:20
Poplar Bridge Elementary 8:00-3:42 9:00-3:20
Indian Mounds Elementary 8:00-3:42 9:00-3:20
Normandale Hills Elementary 8:00-3:42 9:00-3:20
Washbumn Elementary 8:00-3:42 9:00-3:20
Westwood Elementary 8:00-3:42 9:00-3:20
Southwood Center 8:30-4:00 9:10-3:30



Bloomington Public Schools

ELEMENTARY:

Hillcrest Community School
9301 Thomas Rd 55437

Don Gramenz, Interim Principal

Indian Mounds Elementary
9801 11th Avenue South 55420
Elizabeth Plasynski, Principal

Normandale Hills Elementary
9501Toledo Avenue South 55437
Cristin Caruso, Principal

Oak Grove Elementary
1301 West 104th 55431
Brian Cline, Principal

Hubert Olson Elementary
4501 West 102nd Street 55437
Paul Meyer, Principal

Poplar Bridge Elementary
8401 Palmer Road 55437
Roberto Cantu, Principal

Ridgeview Elementary
9400 Nesbitt Road 55438
Brian Ingemann, Principal

Valley View Elementary
351 East 88th Street 55420
Kelly Tennison, Principal

Washburn Elementary
8401 Xerxes Avenue South 55431
Andrew Wilkins, Principal

Westwood Elementary
3701 West 108th Street 55431
Hugh Roberts, Principal

New Code Academy Elementary
Online School (K-5)
Substitutes Report to Washburn Elem

681-5300

681-6000

806-7000

681-6800

806-8800

681-5400

806-7100

681-5700

681-5500

806-7200

681-6760
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Frontline Absence Management System (rormerly Aesop)
Bloomington Schools uses the Frontline Absence Management System, formerly called
Aesop. It is accessible 24 hours/ day, 7 days/week. You may interact with the system
either on the Internet at app.frontlineeduction.com, by the Frontline Mobile App, or
by a toll-free automated phone line at 1-800- 942-3767. You will receive instruction on
how to use the system. Persons substituting in other districts using Frontline Absence
Management may combine their accounts so only one login is required. Online Help and
Training are also available on Frontline by clicking Help Resources. You will be
taken to the Learning Center where you will find two short instruction videos and other
printable training material.. The district Help Desk assistance is available at
952-681-6448 between the hours of 6:00 a.m.-2:30 p.m.

Starting Your Day

e Bepromptinarrival. In the event you will. arrive late due to an emergency
situation, notify the building directly as soon as possible.

e Come Prepared. It’s important to have a “sub bag” of extra worksheets, games,
activities to help fill in time gaps.

e You MUST sign in at the main office as soon as you arrive at aschool.
Do not go straight to the classroom.

e Besure to wear your picture identification badge.

e Review the classroom teachers' daily schedule, plan book, seating charts,
record books, textbooks and any other needed materials.

e Review that school's discipline policy. Know what to do ahead of time!

. Reserve Teachers are required to work the regular teacher’s schedule
that day and be available until the end time of the assignment

In The Classroom

e Maintain good classroom management; keeping students safe, on task and
not disruptive to other classrooms nearby.

e Follow the lesson plans as closely as possible. It is your job to ensure that
the plan is executed and that students complete the task. However, classes
are unpredictable, andyou may have to make adjustments. Include any
changes you make in your note to theteacher.

At the End of Each Day

e Itis very important to leave a note for the teacher. Include a brief
summary of thework completed or not completed, as well as any other
information that will be helpful to the teacher. Also include any special
activities that you initiated. If you had to deviate from the regular lesson plan,
explain how and the reason.

e Clean up. Leave the classroom as clean as or cleaner than you found it.

e Reserve teachers should be available and working until their scheduled
departure time. Refrain from personal reading or computer use.

e Remember to turn in keys and any folders you were given to the school
office andinquire if you will be needed for this teacher the next day.




Highlights of Board Policy 413 & 414
Sexual, Physical, and Emotional Child Abuse, Harassment
and Violence in the School and Work Place Environment

GENERAL POLICY STATEMENT. .
It is the policy of the School Board of Bloommgton Independent School District.
No. 271 that all adults and students shall have a right to function in a school and
work place environment which is free of any form of emotional or physical child
abuse sexual child abuse any form harassment based on gender—prefereneee

vmlenee—based—erw#reasenably—mlateﬂe—sex—rehgwn—er—raeerace color creed
religion, national origin, sex, age marital status, familiar status, status with regard
to public assistance, sexual orientation including gender identity or expression,
immigration status, or disability..

WHO ...
Any responsible adult or any student functioning within the authority of the
Bloomington Public Schools. For purposes of this policy, responsible adult
includes: licensed teachers and administrators, classified (non-teacher Ii-
censed) school employees, school board members, agents, volunteers, con-
traﬁtorls, or persons subject to the supervision and control of the Blooming- ton
Schools.

DEFINITIONS...

1. Within the meaning of this Policy, the term "sexual harassment" shall
mean any unwelcome sexual advances, requests for sexual favors, sexually
motivated physical conduct or other verbal or physical conduct or com-
munication of a sexual nature, when such conduct is unwelcome and/or
when the conduct creates an intimidating, hostile or offensive employ-
ment or educational environment. (Policy 413)

N

Within the meaning of this Policy [‘Harassment” prohibited by this policy

Safety

It is very important that all reserve teachers exercise great caution to ensure the
safety of students. Reserve teachers working in the area of industrial technology,
physical education, science, or any other area that may include technical processes
with potential danger must avoid these types of activities unless they are fully li-
censed in the subject area. Power machinery in the industrial tech area, for example,
should not be operated except when students are under the supervision of a fully
licensed industrial tech reserve teacher.

It may be necessary, that reserve teachers occasionally plan activities other than
those that are shown on the teacher's lesson plans. Department heads or adminis-
trators should be consulted if there are any questions related to the lesson plan for
each day.

In case of inclement weather, please listen to WCCO Radio (830-AM) starting at
5:30 a.m. for school closings. If the Bloomington Public Schools are to be
closed, you are NOT to report to your assigned school.

As an employee of the Bloomington Public Schools, you are covered by the district’s
general liability insurance policy when acting within the scope of your duties.

Pay

Bloomington Schools offer competitive pay rates that help us attract and retain
quality reserve teachers. Throughout the school year and during the summer, the
Human Resources Office monitors the reserve teacher rates paid by other metro
school districts in order to ensure that our rates remain competitive.

Reserve teachers will be notified each year of the daily rate of pay that has been
approved by the School Board.

consists of physical or verbal conduct, including, but not limited to
electronic communications, relating to an individual’s or group of
individuals’ race, color, creed, religion, national origin, sex, age, marital
status, familial status, immigration status, status with regard to public
assistance, sexual orientation, including gender identity or expression,
immigration status, or disability when the conduct has the purpose of
creating an intimidating, hostile, or offensive working or academic
environment, substantially or unreasonably interferes with an individual’s
work or academic performance.gender—sexual-orientation,rehgious,—

iy o cxpsng G st o ey POy I3

w

"Sexual violence" is a physical act of aggression or force or threat thereof
which involves the touching of another s intimate parts, or forcing a per-
son to touch any person's intimate parts as defined in Minnesota Statutes,
Section 609.341, including the primary genital area, groin, inner thigh,
buttocks or breast, as well as the clothing covering these areas. (Policy
413)
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Bloomington Schools currently offers a two-tier full day rate schedule. The first
rate is in effect for the first forty (40) cumulative working days in one school year.
The second tier or higher rate is effective after forty (40) cumulative workings days
in one school year. Once the second tier or higher rate of pay is reached, the re-
serve teacher is not required to requalify for that level of pay the following school
year.

For partial days of work, the schedule is as follows:
*  Up to and including four (4) hours per day is paid the half-day rate.
* Anything over four (4) hours per day is paid at the full day rate.

A long term assignment is defined as a continuous single assignment of ten (10) days or
more. If it is known in advance that the assignment will be for 10 days or more, the
long-term pay will start immediately. If the assignment given was a daily, casual
absence and it runs into 10 days, a pay adjustment will be made.

[ Formatted: Font: (Default) Times New Roman, 9.5 pt }




A ""long-call" assignment is defined as a continuous single assignment of
thirty (30) working days or more. The pay for long-call assignments is deter-
mined through teacher negotiations. Long-call reserve teacher assignments are
determined and assigned by the building principal.

A $15.00 incentive will be added to reserve teacher's pay when they work in
Bloomington Schools on Fridays.

Reserve teachers WILL BE PAID for the following school holidays
PROVIDED they worked the last student-contact day before and the first
student-contact day after each one: Labor Day, Thanksgiving Day, Martin
Luther King Day, President's Day and Memorial Day. This DOES NOT
include Winter Break, Spring Break or teacher workshops/inservice days.

Reserve teachers will be paid for previously scheduled assignments when
classes are cancelled due toweather or other emergency school closing.

Pay dates are the 5th and the 20th of each month. Pay on the 5th will reflect days
worked through the 15th of the previous month. Pay on the 20th will reflect days

worked from the 16th to the 31st of the previous month.

It is your responsibility to maintain accurate records of days worked,
confirmation numbers assigned by the system and of payment

received. You can view your pay stubs in Skyward’s Employee Access.

This information was given to you at your new hire orientation.

Questions regarding inaccurate pay checks should be directed
to the Payroll Department, 952-681-6429.

Professional Development

Reserve teachers are invited to participate in the many Professional
Development activities that are available for all staff.

Course offerings are available online. You can find a link on the district’s
website, www.bloomington.k12.mn.us Go to Human Resources and scroll
down to the bottom of the page. There will be a yellow box for more
information and a link to the online catalog. If you have questions, please
call 952-681-6482 or 952-681-6493 for assistance. Reserve teachers who
attend staff development classes receive continuing ed unit credit.

Reserve Teacher Resources

There are many resources available to provide reserve teachers useful infor-
mation, ideas and tips, fun activities, stories and "'survival bag' necessities.
The public library is a good source for this information. There are also a
multitude of fun and informative websites available online where you can
print worksheets as well as activities.

PROFESSIONAL ETHICS

The code of ethics of the reserve teacher follows, in spirit, the code of ethics set
up for all Minnesota teachers as outlined by the NEA. The basic principles of
this code of professional ethics are described below.

The primary obligation of the teaching profession is to guide children, youth,
and adults in the pursuit of knowledge and skills, to prepare them in the ways
of democracy, and to help them to become happy, useful, self-supporting citi-
zens. The ultimate strength of the nation lies in the social responsibility, eco-
nomic competence, and moral strength of the individual American.

Members of the teaching profession share with students the task of shapjng
each student's purposes and acts toward socially acceptable ends. The effective-
ness of many methods of teaching is dependent upon cooperative relationships
with the home.

The teaching profession occupies a position of public trust involving not only
the individual teacher's personal conduct, but also the interaction of the school
and the community. Education is most effective when these many relation-
ships operate in a friendly, cooperative, and constructive manner.

Members of the teaching profession have inescapable obligations with respect
to employment. These obligations are nearly always shared employer-employee
responsibilities based upon mutual respect and good faith.

The teaching profession is distinguished from many other occupations by the
uniqueness and quality of the professional relationships among all teachers.
Community support and respect are influenced by the standards of teachers
and their attitudes toward teaching and other teachers.

The Reserve Teacher:
+ Respects and enforces confidentiality of materials and information
» Endorses the principle that the profession must accept responsibility for
conduct of its members
Supports school policy
» Makes every effort to serve when called upon
» Regards criticism of the regular teacher as unprofessional
« Is considerate and loyal in relationships with fellow teachers


http://www.bloomington.k12.mn.us/

Emergency Response Guide
school safe conditions
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4. “Racul ocreligous violence™ phynmlnolwmm sasult
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harm or death; of the ineentonal inflicuon of or attempt 1o inflict
v hatm upon another; ot the threat 10 $o boddly hazm to another with
present shiliry 10 camry out the threar. {(Policy 413)

6. Phywcal sod sexual and emooonal ciuld sbuse: Withn the meaning of Pobi-
<y 414, the term “child abuse™ shall include those acts and threatened acts
23 de- scubed within Minnesots statutes which comstitute student physical,
sexual 0f emotonal shuse perpetrated within the educational enviroament
an emplosee o 2 vok ot resporsible adule. Under this definition the
et “educational enviconment”™ shall also inchade of circum-
stance which it reasonably caused or resules from the student-adult eelanon-
ship 31 established within the education enviconment. (Policy 414)
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Reserve Teacher Responsibilities

AVOID ABABYSITTING ATTITUDE. Reserve teachers are paid to carry out
the lesson plans left by the regular classroom teacher and to maintain a quiet and
orderly classroom. Reserve teachers should refrain from personal reading or

«SPECIAL NOTE ON PREP TIMES. Reserve teachers in the middle and high
schools should not assume they can leave the building early because the teacher has
prep time the last period of the day. Check with the principal's office to inquire if the
teacher has supervision you should be doing at that time or if they need you in other
areas. Same for assignments with first hour prep. Do not arrive late or leave early
unless special arrangements have been made with the school office. If you are
beingpaid a full day's pay, you must work the full day scheduled hours or your pay
may be adjusted accordingly.

* RESERVE TEACHERS IN THE ELEMENTARY SCHOOLS who are
working a full day assignment are required to be available in the building until 3:30
p.m.. Do not leave early unless special arrangements have been made with the
office.

« Please remember to remain calm in voice and manner. Maintain professional
boundaries in all interactions. This includes physical boundaries such as
placing hands on students to guide them somewhere, and social boundaries
such as "Friending" students on Facebook or interacting with them in social
ways outsideof the classroom.

« All reserve teacher assignments must go through Frontline, the District’s

substitute system, even if the teacher or principal contacts you directly. A re-
serve teacher should not report for a substitute job unless the assignment has gone
through the automated calling system and the reserve teacher obtains a job number.

« Reserve teachers are required to wear their picture identification name badges
each time they work in the schools.

« Reserve teachers in all schools may be assigned additional duties by

the principal or may be asked to teach in a classroom other than the one they
had agreed to through Frontline. In both cases, the reserve teacheris expected
to demonstrate flexibility and cooperation with the school administration in its
attempts to meet the instructional and safety needs of the students under their
care.

« Maintain professional ethics and never make direct or indirect
commentsabout the regular teacher or his/her methods.

« Itis the reserve teacher's responsibility to keep the reserve teacher clerk
apprised of any change in address, telephone number or availability.

We encourage you to communicate questions, concerns, suggestions, or any
information directly to the Reserve Teacher Clerk, Kim Myers,
kmyers@isd271.org

4

Bloomington Public Schools

SECONDARY:

Oak Grove Middle School (6-8) 681-6600
1300 West 106th Street 55431

Anne Graner, Principal

Valley View Middle School (6-8) 681-5800
8900 Portland Avenue South 55420
Anthony Sicoli,Principal

Hubert Olson Middle School (6-8)
4551 West 102nd Street 55437
Tim Ciavarri, Principal

New Code Academy Online Middle Sch (6-8) gg1_g760
Substitutes report to Oak Grove Middle School
Anne Graner, Principal

Thomas Jefferson High School (9-12) 806-7600
4001 West 102nd Street 55437

Mark Paulsen, Principal

John F Kennedy High School (9-12) 681-5800

9701 Nicollet Ave S 55420
Molly Hollenbeck, Principal

806-8600

New Code Academy Online High Sch
Substitutes report to Jefferson/Kennedy
Mark Paulsen, Principal

Beacon ALC 681-5000
2nd Floor of Kennedy High School
9701 Nicollet Avenue South 55420

Bloomington Transition Center (BTC) 681-6505
2575 West 88th Street 55431
8-21 yr. old Unique Needs Students

Southwood Center 806-8903
4901 West | 12th Street, 55437
Chris Christenson, Coordinator of ECSE

Pond Center 681-6200
9600 3rd Avenue South 55420
Sarah Moline, ELS/Youth & Family Director

Community Education Campus 681-6101

2575 West 88th Street 55431
Darrell Young, Director of Comm Ed
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