NCL
(Non-Contract Leave)

Please read the
separate email about NCL.
Hopefully it will help answer your
questions.

Payroll Staff Directory

Please make
sure you do NOT
enter leave on the
July 5th and
23rd holidays

SCOTT (25325)
HOLLY (25327)
KATHY (25326)
ELIZABETH (25232)
TAMI (25176)
CINDY (25324)
AMY (25348)
ANGELA (25285)

Important Dates to Remember


July 5th ~ July 4th Holiday (noncontract day)

EMPLOYEE TIME CHANGES



July 12th ~ Remote pay will open

If you have ANY employees who are changing
hours for the upcoming school year, please remember to do a PA for these changes so their
pay can be adjusted and their information will be
correct in the time clock system. (i.e.: a teacher
going from Full-time to Part-time or a part-time
employee going from 3.9 hours to 5.9 hours)



July 15th ~ Last Day of July Payroll



July 22nd ~ Payroll Closes @ Midnight



July 23rd ~ Pioneer Day Holiday



July 30th ~ PAYDAY!

EXTRA OFFICE HOURS & MOBILITY HOURS
Employees will need the assignment in order to clock in and out for Extra Office
Hours and Mobility Hours (elementary schools only). They are set up as:
Extra Duty Classified / TCLK Extra Office Hours
Extra Duty Classified / TCLK Mobility Hours
Remember that Mobility Hours can only be worked by employees who are not eligible for benefits. If you have any part-time employees who are grandfathered and
have benefits they should not work Mobility Hours.
If you have questions on how many Mobility Hours you have for this year contact:

Liz Houskeeper 402-5233

174 School Days
There are 174 school days this
year, which is 2 fewer than last
year. If you have FT employees
that are contracted for 174 days,
please let them know they only
work the days that students are
at school. FT 178 day employees
are expected to work all school
days plus 4 additional days and
176 day employees are expected to
work 2 additional days. To pull up
a list of the number of days each
employee works, search
“Organizational Positions” in
Encore. More information will be
forthcoming on the extra days and
how that will work with the
calendars in the time system.

New Office Managers
We will be in contact to train
you on Payroll soon.
Please do not hesitate to
give us a call if you need
anything.

REMINDER
When issuing
school funded payments
to employees, don’t forget about
the additional amount the school
must pay to cover retirement
benefits and employer FICA taxes
(approximately 33%). If you have a
total of $1,000 available, the gross
amount the employee will receive
will be about $750. If you want to
pay the employee the full $1,000,
the school will actually have to pay
a total of roughly $1,330 from that
account.

Welcome
Lindsey Aikens
Heritage Elem

Stephanie Higley
Creekside Elem

Excel Sheets Available
Did you know that there are forms available to
track your MOBILITY and OFFICE HOURS?
They are available on the Payroll Department
Webpage under Secretary Information.
We’ve also included them here:

Abbey Hadley
Valley View Elem

Kat Crocket
Woods Cross Elem

ELEM TITLE 1 TRACKER
ELEM TRADITIONAL TRACKER
SECONDARY TRACKER

Lesli Gale
Davis High

