
Paraprofessional Reminders 
 
Welcome back!  I am outlining a few reminders to help the year go smoothly.  Please remember 
that these reminders are a combination of Labor Law, District Policy and SEIU-10’s Collective 
Bargaining Agreement. 
 
1.  Your direct supervisor is either Katy Rudolph or Patty Allen.  If you work in a classroom, the 

teacher is in charge of the class and its flow.  They cannot, however, approve leave, etc.  
This holds true to those working under the direction of other certificated staff (i.e., 
Resource, ELL, LAP).  If you must leave before the end of your shift, notify Katy or Patty for 
approval. 

2. Please enter all absences in Substitute Online as soon as you know you will be out, no 
matter how far into the future your absence may be.  This gives us the best opportunity to 
secure a substitute.  You are responsible to enter your own absence into Substitute Online.  
If, for any reason, you are not able to do so, please let me know as soon as possible.  If it is 
the morning of your absence, please call my direct line (360) 965-1602 since the telephones 
are not turned on until after 8:00! 

3. Every staff member must have a substitute folder handy and updated at all times.  This 
should remain in the room (or home base) from which you work.  Please provide items that 
substitutes will need (i.e., school map).  This is especially helpful if the guest employee has 
not yet worked at Marshall. 

4. Always ask for a substitute. 
5. Attached is last a blank schedule.  Please complete it as soon as possible and return it to my 

in-box no later than September 30, 2022. 
6. If you work six (6) hours or more, you are entitled to two 10-minutes breaks.  These should 

be scheduled approximately midway between your starting time and your lunch and your 
lunch and the end of your shift.  You are not allowed to miss breaks.   

7. While Fridays are early dismissal for students, staff must work their regular schedule.  In an 
email from the Executive Director of Human Resources dated September 28, 2015, we were 
informed that “…it has been reported that employees work extended time and then take 
part of the day off on Friday or other days as needed.  Not only is this unacceptable, it 
violates labor law.”   

8. Any necessary compensatory time must be preapproved and utilized within the month 
9. If you take time off during a month, at the end of the month, I will place an Absence 

Summary Report in your mailbox.  Please review and sign the same day you receive it.   
10. Limited Personal Leave requests must be submitted to Cherie no later than one week 

before the desired date of leave. 
 
Please remember, I try to help everyone as much as I can.  If you have a question, please ask 
me.  I more than likely know the answer and if not, I will know who to contact.  Our fellow 
employees, while trying to assist, may not know the most current information. 
 
I know this is going to be a great year and I am so glad to be working with people like you! 
 
Cherie Sweeney  
Office Manager 
Marshall Elementary 


