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North Kitsap School District No. 400
Poulsbo, WA 98730
Student Support Center:
Location:
18360 Caldart Avenue NE
Phone: 396-3000
Poulsbo, WA 98370
Heading south on Highway 305, turn left onto Hostmark Street. Proceed to Caldart Avenue; turn right & proceed up Caldart. Turn
left at the North Kitsap School District Administration and Raab Park sign and follow the road through the gates. The complex
includes 3 buildings, 2 are visible:
Building 100/200 - Superintendent’s Office, Community Relations; Teaching & Learning, Special Services, Career & Technical
Education;
Building 300 – Human Resources, Business Office, Purchasing, Student Records, Technology;
Building 400 – Technology Annex and Records Storage (Behind Building 300)
North Kitsap School Board:
Please refer to the district website: www.nkschools.org , select “About” and then select “School Board” to access the current board
information.
Administrative Staff:
Superintendent
Executive Director of Finance and Operations
Executive Director of Teaching & Learning
Director of Elementary Schools, Curriculum and Instruction
Director of Special Education
Assistant Director of Special Education
Assistant Director of Innovative Learning
Director of Secondary Schools
Director of Food and Nutrition Services
Director of Maintenance & Facilities
Assistant Director of Capital Projects
Facilities and Maintenance Coordinator
Facilities Coordinator
Pool Coordinator, NK Community Pool
Director of Transportation
Transportation Supervisor
Community Relations & Communications Coordinator
Financial Services Manager
Technology Department Supervisor / Network Manager
District Records Supervisor
Executive Assistant to the Superintendent and Public Records Officer

Laurynn Evans
Jason Rhoads
Kimberly Kinzler
Tim Garrison
Lori Buijten
Courtney O’Catherine
John Waller
Craig Barry
Dan Blazer
Bill Wilson
Richard Gehrke
Albert Hoch
Valerie Oas
Mark Van Huis
Jeffrey McGarvey
John Sides
Jennifer Markaryan
Renata Sorna
Chris Dafoe
Laurie Wilkey
Kori Henry

360-396-3002
360-396-3010
360-396-3021
360-396-3020
360-396-3023
360-396-3072
360-396-3040
360-396-3018
360-396-3278
360-396-3055
360-396-3063
360-396-3066
360-396-3062
360-396-3286
360-396-3076
360-396-3085
360-396-3004
360-396-3426
360-396-3033
360-396-3038
360-396-3001

Human Resources:
Executive Director Human Resources
Assistant Director of Human Resources and Payroll
Administrative Assistant to Interim Executive Director
Human Resources Specialist
Human Resources Specialist
Secretary – Substitute, Volunteer & Student Teacher Coordinator

Rachel Davenport
Janet Paeth
Therese Caldwell
Josie Urie
Anita Allen
Liz Campbell

360-396-3003
360-396-3039
360-396-3007
360-396-3005
360-396-3006
360-396-3008

Personnel & Payroll Accountants:
Payroll and Benefits Supervisor
Accountant, Payroll Department
Accountant, Payroll Department

Kim Johnson
Peggy Lashua
Michelle Moyer

360-396-3015
360-396-3013
360-396-3054
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NORTH KITSAP SCHOOL DISTRICT PRESCHOOL CALENDAR 2019/2020
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School Hours
Guest Teachers asked to arrive and leave at the times listed are expected to stay until the end of the Regular
workday EVERY DAY, including Wednesdays. You should not leave early or arrive late on Early Release Days.
All schools have a 50-minute early release schedule each Wednesday

North Kitsap School District / For Families / School Calendar & Hours / School Hours

School Hours
School Hours
All schools have a 50-minute early release schedule each Wednesday.
Elementary School (Kindergarten through Grades 5)
Regular Schedule: 9:20 a.m. to 3:50 p.m.
Wednesday Early Release Schedule: 9:20 a.m. to 3:00 p.m.
Half Day Release: 9:20 a.m. to 12:20 p.m.
Kingston Middle School (Grades 6-8)
Regular Schedule: 8:05 a.m. to 2:35 p.m.
Wednesday Early Release Schedule: 8:05 a.m. to 1:45 p.m.
Half Day Release: 8:05 a.m. to 11:05 a.m.
Poulsbo Middle School (Grades 6-8)
Regular Schedule: 7:55 a.m. to 2:25 p.m.
Wednesday Early Release Schedule: 7:55 a.m. to 1:35 p.m.
Half Day Release: 7:55 a.m. to 10:55 a.m.
Kingston High School (Grades 9-12)
Bell Schedule
Regular Schedule: 7:55 a.m. to 2:25 p.m.
Wednesday Early Release Schedule: 7:55 a.m. to 1:35 p.m.
Half Day Release: 7:55 a.m. to 10:55 a.m.
North Kitsap High School (Grades 9-12)
Bell Schedule
Regular Schedule: 7:55 a.m. to 2:25 p.m.
Wednesday Early Release Schedule: 7:55 a.m. to 1:35 p.m.
Half Day Release: 7:55 a.m. to 10:55 a.m.

NORTH KITSAP SCHOOL DISTRICT
18360 NE Caldart Avenue, Poulsbo, WA 98370 | Phone (360) 396-3000
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EMERGENCY COMMUNICATIONS BULLETIN
Emergency situations occasionally arise which may require school schedule delays, closures, or changes in transportation.
Each family should have a plan covering actions to take in emergency situations (i.e., inclement weather, natural disasters,
fire, etc.) and should assure that current emergency information such as phone numbers, emergency contact person(s), is
on file at their school. Parents and children should be prepared in advance for certain situations including: what to do if a
bus does not arrive due to road conditions, accidents or breakdowns; who to call or where to go for help; interim care for
your child during unforeseen school closures and early release. Be aware that under certain emergency conditions, it
may be necessary to send students home early.
For the most current information on delays or closures, call the North Kitsap recorded message line at 396-3000.
Radio/TV stations listed below will also be announcing schedule changes by district name after 6:00 a.m.
Announcements are for one day only. Schools will be operating on normal schedules if no announcement is made.
However, parents should use their own discretion in determining whether to send their child(ren) to school if they feel
conditions in their particular area are not safe.
Please help us keep the regular phone lines open for emergencies and avoid calling the school or transportation office for
routine information. Do not send students to bus stops or school until you verify school is in session.
When it is necessary to close schools or operate on a modified schedule, the message line, radio and television stations
identified on the chart below will regularly announce the emergency information using the following standard phrases to
describe the schedule for that day:
Schools closed - All schools will be closed for one day only. All meetings, field trips, after school activities will be
canceled for the day unless otherwise announced.
Limited bus service - When transportation limitations are in effect, for safety reasons there will be no bus or van service
in certain areas.
Buses operating on limited transportation routes - In the event of snow or other emergency conditions, transportation
routes will be consolidated for safety purposes. Please be aware of extreme road conditions in your specific area and be
prepared with alternate plans for transportation. Refer to the attached limited transportation list for alternate bus stops.
County road restrictions - One or more county roads may be closed by order of the County Engineer due to thawing
conditions. In this case, announcements will be made after notification by county officials.
Late start – PLEASE NOTE: Certificated subs are required to start work as close to the regular start time as
possible – while staying safe. Bus schedules and schools will begin two hours late. Students will be dismissed at the
regular time unless there is a specific announcement regarding early dismissal. Listen for specific information regarding
morning and afternoon kindergarten/preschool sessions and other special programs. No breakfast will be served on a twohour delay schedule.
Schools open, no transportation - Be prepared to provide transportation if this announcement is made.
No out of district transportation - There will be no transportation to any programs outside our district for any students.
No morning or afternoon preschool, - There may be occasions when either morning or afternoon sessions will be
canceled even though other programs/classes are held.
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LOCAL TELEVISION AND RADIO STATIONS:
AM RADIO STATIONS

FM RADIO STATIONS

TV STATIONS

KOMO 1000
KLAY 1180
KITZ 1400
KIRO 710
KIXI 880

KMPS 94.1
KBSG 97.3
KRWM 106.9
KMTT 103.7
KUOW 94.9
KPLU 88.5
KGY 96.9
KSER 90.7
KYCW 96.5
KVTI 90.9

KING 5
KIRO 7
KOMO 4
KCPQ 13

Emergency Procedures During School Hours
In the event of an earthquake, fire or other disaster, the teacher’s first responsibility is for the
safety of students. Have students “drop, cover & hold” during an earthquake and evacuate the
building when shaking stops. Keep the class together, take roll, and wait for the principal to give
further instructions.
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Substitute Online for Guest Teachers and Substitute Para-Educators
This is intended to familiarize you with our guest teacher booking process. The majority of our
substitute openings are booked using the Substitute Online System. Jobs are posted on the
system as soon as they become available, which allows you to book jobs in advance. Once you
have accepted a job, do not cancel it to accept another. Our Substitute Coordinator, Liz
Campbell, handles the last minute openings and any switches in positions that may be needed.
We have enjoyed great success with the Substitute Online program. Features include notifying
you via email when you are specifically requested by a teacher, and allowing you to document
your availability for subbing (especially helpful if you are subbing for more than one district).

The website is: http://www.substituteonline.com
Your user name is: Your last name: ___________________________
Your password is: The last 4 numbers of your primary phone number:________________
After you enter those there is a box below the password box that has a list of districts using the
system. Scroll down to North Kitsap, click on it, click on logon and it will take you to the page where
you will see any open jobs. You are welcome to accept any job you see on that page. At the bottom of
the page on the left hand side is a box that says Work Summary. If you click on that it will take you to
a page where you can enter a start date and end date. If you put 9-1 of this year as the start date and
change the end date year to 9-1 of next year, it will show you all past, present and future jobs you
have been assigned for the current school year. At the top of the page is a box marked Personal
Info. If you click on that it will show all of the information you listed on your sub survey. You may
change any of that, if you wish by typing it in and clicking on update changes. At the bottom of the
page is a box marked Calendar. If you click on that, a calendar will pop up. This will also show all
jobs for the current school year accepted by you. If you know of any time you will not be available to
sub, you can click on AM, PM or All Day - the color will change and you will be blocked off for those
times. There is another box that is marked View Excluded Sites. If there is any place where you do
not wish to work, click on the box at the right and then on Update Changes and you won't get calls
for those sites. If you change your mind about the changes you have made, you can click on
Cancel Changes at the bottom of the page on the right. At the top of the page is a box marked
Review/Cancel page is a box marked Announc. This is a way for Human Resources to get pertinent
information to our subs without calling everyone. It isn't a bad idea to check it, periodically. The last
box is marked Logoff. That's self-explanatory!

If you have any questions or concerns, please don’t hesitate to call me (Liz Campbell) at
(360)396-3008. I am at my desk from 6:00 AM until 2:30 PM.
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BOOKING SUBS AND PUTTING JOBS INTO SUBSTITUTE ONLINE FOR
EMPLOYEES
Go to District home page - www.nkschools.org - click on employment, then job opportunities. Look for
Substitute Online web link. OR go directly to Substitute Online atwww.substituteonline.com. Bookmark
this page for quick reference.
Logon Page:
Enter your User name: your last name only.
Enter Your password: the last four numbers of your main phone number.
Choose North Kitsap SD from the Pick list. Logon.
At the top of the page, you will see six boxes labeled: Help, Personal Info, New Absence,
Review/Cancel, Announc and Logoff. The first time you logon, click on the personal info box and make
sure that all of the information about you is correct.
The Personal Information Check that your Subject/Job information and your Work Site are both
correct. If not, please e-mail the corrections to: Liz Campbell (ecampbell@nkschools.org) and she will
update the information for you. This information displays to the substitutes and tells them the specifics
of your job and where they will subbing. You have the option of displaying your phone number and email to the substitutes. If you choose to do so, check the “display to substitute” box, or un-check it if you
want that information kept private.
To Request Specific Subs: At the bottom of the page on the left hand side you will see a box that says
“view Req/Rej substitutes”, click on the box. This will bring you to the substitute’s names. You can
choose them alphabetically, or by choosing the “all” option. At the right is a scroll bar for moving down
the list. You may request a substitute by checking the box on the left. Please note: while the option to
reject substitutes is available in Substitute Online, it is not an option the district wants you to use. If
there is cause to block a guest teacher from a specific classroom or building – there are steps the
district has in place to do that. If, after following those steps it is deemed necessary – Chris Willits
will instruct me to block the guest teacher in question.
New Absences
Under your personal information is a box that says Req/Pre-arranged sub. This will list your request(s).
If you want it to go to all of your requests, do nothing it will do that automatically. When your absence is
submitted and you have more than one request, each request will simultaneously receive an e-mail
notifying him/her that you have a job posted. Whichever one of those people picks the job up first, gets it.
This program does not prioritize. If the job is not picked up by one of your requests in 24 hours or by 6:00
p.m. the night before, the system automatically releases it for all available subs. If one of your requests
picks up the job and later drops it, it is not re-held for your other requests. CLASSIFIED EMPLOYEES
PLEASE NOTE: Whether you are putting an absence online, booking your own sub or calling the sub
line - you need to leave the EXACT time you work by clicking on the clock and entering the start and end
time of your absence.
You Do Have the Capability of Booking Your Own Sub:
First of all, be sure that you have spoken with the substitute and that he or she understands that he or she
is accepting this job. Click on the arrow on the Req/Pre-arranged Sub box and click on the name of the
person with whom you have spoken. Put in the absence information as you normally would, and click on
Submit Absence at the bottom of the page. A window will pop-up that will say: “You have selected
XXXX to take this pre-arranged absence, When submitting this absence, if the sub is available,
he/she will be immediately assigned to this job. If confirmed, it is your responsibility to inform this
pre-arranged sub that you have submitted the absence”. Click on Ok and then re-click on submit
absence. You will then get a message saying: “You are submitting this X day absence. Your absence
will be assigned to XXXX” After pressing OK, the screen will clear and you may choose the
Review/Cancel option to verify your confirmation number and the current substitute status, and enter your
lesson plan or comments for this absence. If you click on OK, you have booked your own sub

Entering a New Absence
Next to Start Date - click the appropriate bubble (today, tomorrow or other). If the first date of the absence
is not correct, make the changes. Use the tab key to move across the edit bar. Click the down arrow to
change the shift (All, AM only, or PM only) and then click on the clock icon to enter the appropriate
times. First enter your start time, then the time your day ends. Following that how many minutes of
unpaid time you have (for example 30 minutes for lunch). THEN enter the entire time for which you’re
paid (for example: 6.25 hours – 6 hours and 15 minutes).Tab over to Reason/Charge to and click on the
reason for your absence. Select reason for absence.
If your absence is due to district or school business, an authorization code is required before the
system will accept your request. The code for that specific absence can be obtained from the
department or school sponsoring the meeting. If you are going to be out for more than one day:
Click on the Add Day’s button at the bottom of the screen for each additional day of your absence.
Please note, if your days of absence are not consecutive, you will have to enter them separately.
When you are sure that everything is correct, left click on the submit absence button. Confirm the
absence information and click ok.
Review/Cancel
The Review/Cancel screen gives you a history of each day you have been absent during the current school
year, who is substituting, the job number/confirmation number (they are the same),
And the check detail box to see date and reason for your absence or to add comments and/or a lesson plan
for the substitute after you have submitted the job. If a sub has not yet been assigned “Substitute Pending”
will show in substitute name field.
Absence Summary:
To view/print current year absence history.
Cancel:
At any time before a substitute is assigned, you may cancel an assignment or individual days of a multiday assignment by checking the Cancel Box. Click on submit cancellation. If an absence has been
assigned to a substitute (see Substitute name field), only the Substitute Dispatcher or someone else in
Human Resources may cancel the absence. If this is a last-minute cancellation (within 24 hours), please
call Me (Liz Campbell) at my district number: 360-396-3008 as soon as you know you need to cancel. If
the cancellation is not last minute, please send me an e-mail with the information.
I work from 6:00 a.m. – 2:30 PM, daily. Please feel free to call me during those times and I will be happy
to help you. At other times, please leave a message or send an e-mail and I will reply as soon as I am able.
Please remember that the sooner you put jobs in the system, the better your chances of getting
someone to pick them up. Jobs put in at the last minute tend to sit online without being picked
up are generally more difficult to cover. For last minute or same day absences please
remember to also call Liz Campbell (360-396-3008)and your office manager so that they are
aware of your absence.
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Essential Information
RIGHTS AND RESPONSIBILITIES (District webpage)
Identifying and Prohibiting Inappropriate Boundary Invasion; Maintaining Appropriate Staff-Student
Boundaries; Harassment, Intimidation and Bullying; Mandatory Reporting
Gender Identity and Gender Expression
Suicide Prevention
Discrimination and Complaint Procedures
DISCRIMINATION/HARASSMENT FORM
RELATED POLICIES AND PROCEDURES:
Policy 2145 - SUICIDE PREVENTION
Policy 3144 - RELEASE OF INFORMATION CONCERNING STUDENT SEXUAL AND KIDNAPPING
OFFENDERS
PROCEDURE 3144
Policy 3205 - SEXUAL HARASSMENT OF STUDENTS PROHIBITED
PROCEDURE 3205
POLICY 3207 - PROHIBITION OF HARASSMENT, INTIMIDATION AND BULLYING
PROCEDURE 3207
POLICY 3210 - NONDISCRIMINATION
PROCEDURE 3210
POLICY 3241 – CHILD ABUSE, NEGLECT AND EXPLOITATION PREVENTION
PROCEDURE 3241
POLICY 5010 – NONDISCRIMINATION AND AFFIRMATIVE ACTION:
PROCEDURE 5010
POLICY 5011 – SEXUAL HARASSMENT OF DISTRICT STAFF PROHIBITED:
PROCEDURE 5011
POLICY 5253 – MAINTAINING PROFESSIONAL STAFF/STUDENT BOUNDARIES:
PROCEDURE 5253
POLICY 5270 – RESOLUTION OF STAFF COMPLAINTS
PROCEDURE 5270
POLICY 5281 – DISCIPLINARY ACTION AND DISCHARGE
PROCEDURE 5281
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ANNUAL NONDISCRIMINATION STATEMENT:
The North Kitsap School District will provide equal educational opportunity and
treatment for all, in all aspects of the academic and activities program without
discrimination based on sex, race, creed, religion, color, national origin, immigration
status, age, veteran or military status, sexual orientation, gender expression or
identity, disability, or the use of a trained dog guide or service animal and provides
equal access to the Boy Scouts and other designated youth groups.
Questions or complaints of alleged discrimination can be directed to the Civil Rights
Compliance-Title IX/RCW 28A.640-ADA Compliance Officer Rachel Davenport,
Executive Director of Human Resources, rdavenport@nkschools.org (360) 3963003 and/or Title IX/RCW 28A.640 Officers Craig Barry, Director of Secondary
Schools, cbarry@nkschools.org (360) 396-3093 and/or Tim Garrison, Director of
Elementary Schools, Curriculum and Instruction, tgarrison@nkschools.org (360)
396-3020 and/or 504 Compliance Coordinator, Lori Buijten, Director of Special
Education, lbuijten@nkschools.org (360) 396-3072; address - 18360 Caldart Ave
NE, Poulsbo WA 98370.
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IX/RCW 28A.640 Grievance Procedures

The North Kitsap School District believes in fostering
respect and recognition of cultural diversity, human
dignity, and individual rights. In this regard, the district
complies with all federal and state rules and regulations
and does not discriminate on the basis of race, creed, color,
national origin, age, gender, sexual orientation, religion,
marital status, or qualified individuals with disabilities.
This holds true for all students who are interested in
participating
in
educational
programs
and/or
extracurricular school activities.
Inquiries regarding compliance
procedures may be directed to:

and/or

grievance

 Title IX/RCW 28A.640 Compliance Officer: Craig
Barry, Director of Secondary Schools:
cbarry@nkschools.org (360-396-3093) and/or Tim
Garrison, Director of Elementary Schools, Curriculum
and Instruction, tgarrison@nkschools.org (360) 3963020 and/or 504 Compliance Coordinator, Lori
Buijten, Director of Special Education,
lbuijten@nkschools.org (360) 396-3027; address –
18360 Caldart Avenue NE, Poulsbo, WA 98370.

16.

