
New Employee 
Orientation for 

2021-2022



Welcome and 
Introductions

● Thank you for saying yes to Long Beach

● Honored to welcome you to LBUSD

● Excited for the new school year and the 
energy you will bring to our schools.

Today’s Goal:  Begin providing you the 
support and resources needed to be at 
your best.
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Superintendent 
Greeting

Dr. Jill Baker



School Board 
President’s 

Greeting

Dr. Juan Benitez



#ProudtobeLBUSD

LBUSD Snapshot
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https://youtu.be/S585wGC94ks


Payroll 

Shawn Bartschi

Greg Parra



Overview 
of Payroll

● District website (Payroll)
○ Payroll calendar
○ Other resources 

● District Portal
○ Self Service

■ Pay stubs, W-2, Direct Deposit, 
W-4, Address Changes
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Daily 
Time 
Capture

● Hourly time reporting from computer or 
phone

● Must be done day of or next day

● Report shows what was input by you and 
approved to be paid
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Salary 
Credit

Salary Schedule 9



Salary 
Credit

Salary Schedule Placement

● Initial placement
- Based on submission of official transcripts and 

Verification of Previous Work Experience
- Granted year for year credit for previous 

credentialed teaching experience to 
maximum step

- 5 years of credit toward career increment 
(longevity stipend)

- Official verification may be submitted until 
11/1

● Move along the salary schedule
- Important dates

- Course completed by 9/15
- Transcripts submitted by 11/1
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Salary 
Credit

Additional Information

● Salary Schedules are available on the Human Resource 
Service page of the District’s website 
(https://www.lbschools.net/Departments/Human_Resource_Services/salary_and_benefits.cfm)

● Additional Service:

○ Any additional service which involves teaching students  
(such as summer School, Teaching before or after school, 
etc.) is paid at the P-rate

■ The P-Rate salary schedule can also be found on our 
website

○ Other services before your calendar may be paid at your 
true hourly rate.

● A Notice of Assignment can be found on the District’s portal 
page in the “Self-Service” tile.
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Benefits 
Overview

● www.lbusdbenefits.com
● 866-844-9744, option 4

○ Monday-Friday, 5am-5pm Pacific
○ LifeWorks, Morneau Shepell, 

Employee Service Center
● 30-day window to make elections

○ Next opportunity May ANL for 
7/1/22, unless marriage, birth, etc.

● Effective date of hire, but takes up to 2 
weeks post elections to be at vendors

● Risk Management - 562-997-8234
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Benefits 
Overview

● Default Coverages:
○ Medical - Aetna Choice POS II (PPO)
○ Dental - Delta Dental PPO Plus Premier
○ Vision - Medical Eye Services (MES)
○ Life/AD&D - 1 x salary up to $50,000

● Employee Only
● Premium cost fully covered by LBUSD for 

full-time employees

13



Benefits 
Overview

● Things you may want to do:
○ Add dependents (docs required):

■ Spouse, registered domestic 
partner, children

○ Change plans:
■ Medical: Kaiser HMO, Aetna HMO
■ Dental: DeltaCare HMO

○ Add beneficiary info
○ Add FSA
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Benefits 
Overview

● FSA - Flexible Spending Account
○ Pay eligible expenses pre-tax
○ Health Care ($2,750 limit)

■ Out of pocket expenses like 
deductibles, co-pays, glasses

○ Dependent Care ($10,500 limit)
■ Expenses for children that allow 

you to work - day care, nursery 
schools

○ ‘Use it or lose it’
○ IRS requires annual election
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Health and 
Safety
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Exposure 
Management

Vaccines

Health and Safety Procedures

Face Covering Indoors

Health Screenings

COVID Response



Daily Pre-Screening for Symptoms at Home

Staff and parents will monitor temperatures and 
symptoms daily before going to a school site. 

Daily check include the following symptoms:
○ Fever of 100.4°F or higher
○ Cough, sore throat, congestion or runny nose
○ Shortness of breath or difficulty breathing
○ New loss of taste or smell
○ Chills or muscle or body aches
○ Nausea, vomiting or diarrhea

Students and adults experiencing symptoms listed 
MUST not attend school. 17



Face Covering Indoors
In accordance with the California Department of Public 
Health’s (CDPH) Guidance, vaccinated and unvaccinated 
students and staff are expected to wear face coverings. 

Students must use face coverings:
○ While in the classroom
○ While indoors at school 
○ While on the bus, as tolerable by student

Face coverings will be made available to staff and students, 
but it is highly encouraged for staff and students to bring 
their own face covering. Personal face coverings will be 
allowed in compliance with dress code policies.
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COVID Assessment, Response and 
Evaluation (CARE) Room

○ The CARE Room with designated trained staff 
will wear appropriate PPE such as a gown, 
medical grade mask, face shield or goggles and 
disposable gloves.

○ If a student is found to have COVID-19 
symptoms when entering campus or during the 
school day, he/she will be sent to the CARE Room. 
A staff member will contact the parent/guardian 
to come pick-up the student right away.
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Cleaning Protocols
○ Classrooms stocked with paper towels, 

soap, hand sanitizer

○ Restroom inspection 3x a day will continue

○ Handwashing stations in the classroom 
will remain in place

○ Continue to apply nanotechnology 
strategy for disinfection of surfaces  
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Indoor Air Quality
LBUSD is ensuring that proper preventive maintenance 
is being performed on all heating and air conditioning 
units and is changing filters on a regular basis.

○ The Center for Disease Control recommends increasing air filtration as high as 
possible (target MERV 13) without diminishing air flow and enforcing the existing 
or revised indoor air quality plan.

○ All new heating and air conditioning systems have been designed with MERV-16 
(Minimum Efficiency Reporting Value) filters. These are the most efficient filters 
commonly available for institutional systems.
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COVID 
Response

LBUSD has a number of employees who have been 
identified to support COVID protocols and 
management.
○ COVID Task Force
○ COVID Coordinators
○ COVID Site Response Teams with Lead 

Captains
◦ If you have questions regarding protocols or 

procedures, please see your site COVID 
Captain

○ COVID Compliance Hotline
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COVID Compliance Hotline

The district has established a hotline where 
employees can share a potential hazard or 
report COVID compliance concerns at any 
time. Employees may also report potential 
hazards to site administrators. 

COVID-19 Hotline – (562) 204-6075 



COVID-19 Dashboard

The LBUSD dashboard shows 
positive cases confirmed at 

sites. 

Each positive case is followed 
up with site notifications, 

including parent notifications 
when applicable.



Exposure Management

COVID-19 
positive 

test result

Notify the site 
COVID 

Response Team
Notification 

ProcessInvestigate 

Person is sent home and 
instructed to stay home and 

begin self-isolation (10 days).

Complete contact tracing of all in close 
contacts. ALL close contacts must be 

notified of possible exposure to a COVID+ 
within 24 hours. Complete COVID + Case 

report for students or staff. 

SEND appropriate Exposure 
Notifications and/or General 

Notifications to students & staff.

https://docs.google.com/forms/d/e/1FAIpQLSet1wROmpHwkArfnBu4m1stEIHo43ZxorpFuE4QAUNM3vfzGg/viewform


Quarantine Timeframes
Quarantine recommendations for: unvaccinated close 
contacts or unvaccinated students who have not had any 
symptoms. 

◦ Quarantine can end after Day 10 from the date of 
last exposure without testing OR

◦ Quarantine can end after Day 7 if tested after Day 5 
from the date of last exposure and tests negative
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Supplemental Paid Sick Leave
On March 19, 2021, California enacted a law providing a new bank of 
supplemental paid sick leave for COVID-19 related reasons. The law applies to 
COVID-19 related absences from January 1, 2021 through September 30, 
2021.

An eligible full-time employee may receive up to 80 hours of supplemental 
paid sick leave (part-time employees get a prorated amount) if they are unable 
to work for reasons related to COVID-19.  The employee will be paid their 
regular pay rate up to a maximum of $511 per day.
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Vaccines 
or Weekly 

Testing

28As you are aware, COVID continues to be a threat to the 
well-being of our community. While we can be encouraged that 
the Long Beach vaccination rate is close to 75% (and continues to 
tick upward), COVID is still spreading. We must be vigilant in our 
commitment to handwashing, mask wearing and getting 
vaccinated - all things that we have control over.  

As part of the community wide effort, and in order to do everything 
that we can to maintain the health and safety of our staff and 
students, we will be requiring all staff to provide proof of 
vaccination or participate in weekly COVID testing when school 
starts this year.

More Information Will Be Provided in the Upcoming Days
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Leaves and 
Accrued Time

30

Leaves Time Key Information

Sick Leave
10.2 days per  year 
(182 day employee)

● Personal illness
● May use up to 6 days to care for 

sick relative per contract

PN Time

Comes from your 
sick leave (up to 7 
days may be used a 
year)

● Must fall under a reason listed in 
the contract. 

● Compelling PN
-24 hr notice to 
Principal/Manager
-48 hr. notice prior to or after a 
holiday, provide sub job number

*Unused sick leave carries over from year to year. 
View it as a bank of time for illness, maternity, donation, and retirement. 



Leaves and 
Accrued Time

31

Leaves Time Key Information

Stat Leave
100 days of 50% pay 
for illness

● Requires a doctor’s note and a 
signed form. 

● Will affect your retirement

Pregnancy 
Disability

Up to 16 weeks of 
leave.  The doctor 
will determine when 
you need to begin 
your leave.

● Turn in Request for Absence due 
to Maternity to the site secretary

● Sick leave is used until exhausted
● Remainder of time will be stat 

leave at 50% pay

Please feel free to reach out to Physician Services  at 997-8425/997-8459
or Kim’s office at 997-8108 with questions.



Frontline 
(Absence 
Management - 
Substitute System)

● Welcome Letter - Getting Started Email

● Frontline - Absence Management Video

           Employee Basic Training Video – Frontline Education 

● Download the mobile app - Frontline Education

● Creating an absence with the app, computer or phone

● Attaching lesson plans to an absence
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For Assistance with 
Frontline:

562-997-8495

https://help.frontlineeducation.com/hc/en-us/articles/115009549707-Employee-Basic-Training-Video


Employee 
Relations and 
Ethics

Support All 
Staff

 Union 
Liaison

Ethical 
Decision 
Making
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Foster 
Relationships



Resources 
and Links

Video:  
Online Hourly 

Timecards 

A Year Like 
No Other 

Hourly Time 
Capture & 

Review
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2021 - 2022 
PAYROLL 

CALENDAR 

https://www.lbschools.net/Asset/Videos/prof-dev.cfm?videoID=1953
https://www.lbschools.net/Asset/Videos/prof-dev.cfm?videoID=1953
https://www.lbschools.net/Asset/Videos/prof-dev.cfm?videoID=1953
https://www.lbschools.net/Asset/Files/Public_Information/News_Story/EN-Web-Annual-Report-21.pdf
https://www.lbschools.net/Asset/Files/Public_Information/News_Story/EN-Web-Annual-Report-21.pdf
https://www.lbschools.net/Asset/Files/Business_Services/Payroll/UAT-User-Guide-V3-12-22-17.pdf
https://www.lbschools.net/Asset/Files/Business_Services/Payroll/UAT-User-Guide-V3-12-22-17.pdf
https://www.lbschools.net/Asset/Files/Business_Services/Payroll/UAT-User-Guide-V3-12-22-17.pdf
https://www.lbschools.net/Asset/Files/Business_Services/Payroll/2021-2022/2021-2022-PAY-CALENDAR-(MO)-031921.pdf
https://www.lbschools.net/Asset/Files/Business_Services/Payroll/2021-2022/2021-2022-PAY-CALENDAR-(MO)-031921.pdf
https://www.lbschools.net/Asset/Files/Business_Services/Payroll/2021-2022/2021-2022-PAY-CALENDAR-(MO)-031921.pdf


Resources 
and Links

EMPLOYEE 
SELF 

SERVICE  

CODE OF 
ETHICS

EMPLOYEE 
BENEFITS 
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LBUSD 
MAP

2021-22  
TRADITIONAL 

CALENDAR

https://www.lbschools.net/Asset/Files/Business_Services/Payroll/Self-Service-Access-10_20.pdf
https://www.lbschools.net/Asset/Files/Business_Services/Payroll/Self-Service-Access-10_20.pdf
https://www.lbschools.net/Asset/Files/Business_Services/Payroll/Self-Service-Access-10_20.pdf
https://www.lbschools.net/Asset/files/District/Code-Of-Ethics.pdf
https://www.lbschools.net/Asset/files/District/Code-Of-Ethics.pdf
http://www.lbusdbenefits.com/
http://www.lbusdbenefits.com/
https://www.lbschools.net/Asset/files/District/LBUSD-District-Map.pdf
https://www.lbschools.net/Asset/files/District/LBUSD-District-Map.pdf
https://www.lbschools.net/Asset/Files/Employee_Relations/Calendars/21-22/FY-21-22-Traditional-041918-FINAL-MO.pdf
https://www.lbschools.net/Asset/Files/Employee_Relations/Calendars/21-22/FY-21-22-Traditional-041918-FINAL-MO.pdf
https://www.lbschools.net/Asset/Files/Employee_Relations/Calendars/21-22/FY-21-22-Traditional-041918-FINAL-MO.pdf


TALB 
Introductions
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TALB Staff

● Chris Callopy - Executive Director 

● Veronica Castillo - Asst. Executive Director

● Dr. Christine Kelly - TALB President



Credits

Special thanks to all the people who 
made today possible:

○ Our presenters

○ Marlene Wilkinson 

○ HRS staff

○ TALB

○ Our hosts - Cabrillo High School
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Thank you
Future questions?
Please reach out to the contacts provided or ERS

Phone:  562-997-8220

Email: mwilkinson@lbschools.net

srockenbach@lbschools.net
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