The Source
Your Human Resources Newsletter
David Douglas School District #40

June 2021

WHAT’S INSIDE
HR Software Name Change………...1 Cheers to 25 Years…………………...4 Employee Assistance Program….....9
Recess Letter—Classified Staff...…..1 Licensed Professional Tuition Reim...5 CPR & First Aid Online Training…...9
Leaving David Douglas?...................2 Personal Information Updates...…….5 Human Resources Contacts….…..10
Wellness Tip……………………........2

Jury Duty & Your Responsibilities…..6 Insurance Vendor Info………….….10

Vector Training 2021-2022………....3

Building Access & Student Security...7

David Douglas School District
HR Software Company

Name Changes

Two of our Human Resources software
companies have changed their names. Same
products and links to them...just new names.
The easiest way to access your training and
evaluation software is through the Employee
Dashboard off of the main District webpage.
Please remember that you must be logged into your David
Douglas email account when accessing these two software
programs. This means that any non-computer device that has
multiple email accounts could prove problematic and deny access.

Recess Letter – Classified Staff
There is still time to return your Notification of
Scheduled Term/Recess Period slips.
All Classified employees working less than 12
months were mailed the letter on May 10, 2021.
If you did not receive this letter, please contact
Debora Speciale in the HR at 503-261-8225 or
debora_speciale@ddsd40.org.
Please return your signed acknowledgment to HR
by Pony, postal mail or email to
ddhuman_resources@ddouglas.k12.or.us
by June 30, 2021.
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Wellness Tip
‘You are making a difference now’. ‘You’re a great example to
others’. It feels great to receive a compliment. Research shows
receiving a sincere compliment gives us the same positive boost
as receiving unexpected money! The health and happiness
benefits of the compliment giver are also well-documented.
Compliments really are one of the easiest two-way streets available in
terms of spreading happiness around you and increasing your own. The more you
compliment, the better you feel.
David Douglas has a great, public, outlet for sharing these compliments. Director of Education
Andrew Long shares small stories and compliments of our staff through our District email on a
weekly basis. If you’ve missed those or wish to add to our ever-growing list of ‘David Douglas
Heroes’ please check out the link! David Douglas Heroes
In the words of Superintendent Richardson, ‘Thanks for all you do’!
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ector Training 2021-2022
It’s soon time to begin the “SafeSchools” training for the 2021-22 school year.
(Don’t forget that SafeSchools changed their name to Vector Training.)
Be sure to watch your District emails around July 1st. You will receive an email from
SafeSchools informing you of your trainings. You will be required to complete your trainings
NO LATER than September 30, 2021. However, we want to give you ample time prior to the
start of the school year if you wish to voluntarily complete your trainings ahead of time.

Just a reminder…
You may access SafeSchools at: www.ddouglas.or.safeschools.com.
Your username is your first name, underscore, last name. Example: david_douglas.
Please contact David Petersen in HR at 8210 if you have any questions or need assistance.
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Christina Mackris
Jason Gibb
Christopher Silva
Florence Protopapas
Deborah Kiyokawa
Erinn Carrillo
Carolyn Littlepage
Jeffrey Danner

Andrea Keller
Tamara Lieb
Shane Burchell
Kelly Goyer
Alme Franklin
Jeremiah Branch
Phillip Spooner
Cindy Skinner
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Licensed Professional
Reimbursement

If you have not already done
so, be sure to send
immediately your passing
grade slip and tuition receipt
for all tuition reimbursement
course requests for the
2020-21 school year. Send the
documents to Debora in HR at
debora_speciale@ddsd40.org.
Courses must be completed by
June 30, 2021, and all
documents sent to HR, to
receive reimbursement in this
school year. Reimbursement
will be issued by Direct
Deposit from the Business
Office in mid-July.

Personal Information

Updates...

***Address and Phone Number Changes***
It is important to notify HR as soon as possible if you have a change of address or phone number. Please use the ‘IV
Portal’ located at: https://ivweb.nwtoolbox.org/daviddouglasess/ Under “Self Service” then Address Change. Here
you can ‘modify’ (change) your address and telephone number. Please always list your primary telephone number
under the ‘Home’ telephone number. CHANGES ARE NOT INSTANT. HR needs to manually input changes.
Human Resources will update your personal information changes with OEBB.
Remember: only notifying your supervisor or building secretary will NOT update your information in Payroll and HR.

Name Changes
Name changes must be made as soon as possible and are done by appointment with Leah Hadley. Please contact
Leah by email at or by phone at 503-261-8253 to discuss the documents we require for name changes and to arrange your appointment.

Other Personal Changes
Have you recently:
• been married or divorced
• acquired a new domestic partner
• had a new baby
• had a death in the family
• do you have an overage child (age 26 on all insurance plans)
• or you have moved
If so, it is important that you contact Leah Hadley, either by email leah_hadley@ddsd40.org
or at 503-261-8253. We must pass the information on to OEBB who then passes it on to the various health care
providers. It is required by law that we notify any individual that is to be removed from medical, dental or vision
coverage. All personal changes must be done within 30 days of the qualifying event.
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Jury Duty & YOUR Responsibilities
Being summoned to Jury Duty does involve several mandatory steps that you must complete.
Before your court date you must alert your immediate supervisor, arrange for your absence and
submit your summons to Human Resources. Licensed staff will use ESS’s Aesop Frontline absence
system to arrange for substitute (or report the absence). Classified staff will use the TimeClock Plus system
to request time off.

The night before your Jury Duty, call the court to check if you will be needed to attend the summons.
In many instances, you will not. If you do NOT need to attend your Jury Duty date(s), you DO need to
report to work as normal and cancel your time off request in the appropriate absence system.
Being excused from Jury Duty does not grant you a work-free day. If you are dismissed early from jury
duty, you are responsible for returning to work and adjusting your time off request in the appropriate
absence system.

Please ensure that you obtain an attendance verification letter from the court when your jury service
is completed and turn it into Human Resources. This is the document the court provides as proof of
time served. You may need to inquire about it before concluding your service. If you forget, you will need to
contact the court and request one.
If you have any questions, please contact Human Resources at extension 8289.
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Building Access and Security of Students

Please keep in mind that these extra precautions are law and ultimately for the safety of our students. This
will likely extend the onboarding time of outside agents to approx. 1-2 weeks depending on the volume of
agents. Annually, Administrators must complete an Authorization form and submit it to Human
Resources for each Outside Agent anticipated to work for their school/building/program. Annually, each
Outside Agent must complete the Outside Agent Packet and submit it to Human Resources after the
Authorization form has been submitted. If an Outside Agent is anticipated to work with multiple schools, HR will
need an Authorization form from each school. Our school year runs from July 1st to June 30th.
Extra copies of these documents can be obtained through the admin resources web page.

2021-22 Outside Agent Packet contains:
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Community Partners
are not volunteers.
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Our Letters of the Week are E.A.P.
E.A.P. stands for Employee Assistance Program.
Our program is through OEBB and Reliant Behavioral
Health. This program offers 24-hour Crisis Help,
In-person Counseling, help finding child care
services, legal services, financial services, mediation
services, and even identity theft services.
Information on how to sign up can be found here.
Thanks to Jon Archer (HS Health Teacher) for
assembling this video!
(link: https://www.ddouglas.k12.or.us/wp-content/
uploads/2019/06/EAP-Reliant-BehavioralHealth.pdf)

Online Training
If you are interested in completing the District-paid First Aid/CPR online training courses this coming school year,
please look for an email from Curriculum department’s Nancy Leggett to sign up.
The email will arrive the third week of July. Remember availability will only be from July 12 until September 30.

If your certification will expire at any point during the school year,
you will need to take the course this summer.
The District-paid courses do conclude on September 30. If you find that you need certification at a later point in the
school year, you will need to make personal arrangements for completion and payment.
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Human Resources Contacts

Insurance Vendor

Human Resources Office Hours Monday—Friday 7:30am to 4:30pm
Fax: 503-261-0130
Candy Wallace
Assistant Superintendent ……………………….…………………….…503-261-8205
Darcy Powers
Human Resources Manager ……………………………………...…… 503-261-8226
Job Posting Requests – Licensed and Administrative, Licensed Non-Medical Leaves of Absence,
All Licensed Staff Questions
Stefanie Edenburn
Human Resources Benefits Coordinator ……………….…………… 503-261-8250
Job Posting Requests – Classified/Confidential/Supervisor, Health Benefits, Insurance, EAP, ERI,
District Drug Testing Compliance, Resignations and Retirements
Gloria Cruz
Human Resources Leave Coordinator ………………………………. 503-261-8416
Worker’s Compensation, FMLA/OFLA, ADA & Reasonable Accommodations, Classified and
Licensed Medical Leaves of Absence, Classified Non-Medical Leaves of Absence
Alan Dumaliang
Human Resources Administrative Specialist – MECP……..…..…… 503-262-4462
MECP Staff Leave of Absences, MECP TalentEd Applications & Job Postings, MECP New Hire
Orientations, MECP Resignations and Retirements, MECP Para-Professional Examinations,
MECP Tuition Reimbursement, Central Background Registry Compliance

Leah Hadley
Human Resources Administrative Assistant – Classified………….... 503-261-8253
Classified TalentEd Applications & Job Postings, Classified New Hire Orientations,
Para-Professional Examinations, Classified Tuition Reimbursement, TeachPoint - Classified
Staff Evaluations, ODE Fingerprint Compliance,
Debora Speciale
Human Resources Administrative Assistant - Licensed …………..… 503-261-8225
Licensed TalentEd Applications & Job Postings, Licensed New Hire Orientations,
Unemployment Insurance, Student Teacher Placements & Classroom Observations, Licensed
Tuition Reimbursement, Student Loan Forgiveness, Back-up Support to Gloria Cruz
Tiara Carter
Human Resources Assistant ………………………………….............. 503-261-8289
Human Resources Help Desk, Employee Files and Records, Volunteer Clearance, District
Background Checks, Outside Agent Clearance , Back-up Support to Leah Hadley and David
Petersen

888-4MY-OEBB
(888-469-6322)

877-293-1090

David Petersen
Human Resources Technology/Data & Security Coordinator..…..… 503-261-8210
SafeSchools Employee Training, HR Newsletter and Webpage, Building Alarms and Keys,
Security Badges, TeachPoint – Classified/Licensed/Confidential/Supervisor/Admin. Evaluations
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