
August 9th: Remote pay will be open 

August 15th: Last Day of August Payroll 

August 16th: Employees Approve Time Sheets 

August 16th-19th: Professional Days for Educators* 

August  18th: All employee time sheets must be ap-

proved 

August 20th: Contract day for Educators 

August 20th: Supervisor Time Sheet Approval Dead-

line 

August 23rd: Payroll Closes @ Midnight 

August 23rd: First Day of Traditional School 

August 31st PAYDAY! 

*The Educator Professional Days are still part of the 

185-day contract, so leave must be used if they are  

absent these days.    

Important Dates 

To Remember 
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Tqfdjbm Fe/ xjmm cf ipmejoh b usbjojoh poBvhvtu 31ui/ Uijt usbjojoh jt sfrvjsfe bt pof pg uxp
fyusb ebzt up xpsl gps 287-ebz fnqmpzfft- tjodf uifsf bsf pomz 285 tdippm ebzt uijt zfbs/ 
¶ Gvmm-ujnf UBƞt; Jg uifz ep opu buufoe uijt usbjojoh uifz xjmm offe up vtf mfbwf/ 
¶ Qbsu-ujnf UBƞt; Jg uifz buufoe uif usbjojoh uifz xjmm tubz dmpdlfe jo gps uif gvmm usbjojoh-
fwfo jg ju fydffet uifjs sfhvmbs ebjmz bvuipsj{fe ipvst/ Jg uifz ep opu buufoe uifz xjmm opu
cf qbje/ 

Uif tfdpoe usbjojoh ebz xjmm cf ifme po Kbovbsz 29ui- 3133/ 



If an employee had a VACATION/PERSONAL 
LEAVE carry-over balance that exceeded the  

allowable maximum as of the July 1, 2021 rollover, 
they have until Friday, October 15th to òUse It or 
Lose Itó. Any excess Vacation/Personal Leave not 
used and entered in Encore by that date will be lost! 

§ Classified Employees can carry-over a maximum 
of 50 days of Vacation. 

§ Licensed Employees can carry-over a maximum 
of 30 days of Personal Leave. 

§ Administrators can carry over a maximum of 50 
days of Vacation. 

 
This is a maximum carry-over balance and does not 
include hours accrued for the current year           

(on or after July 1, 2021).  
 

In the new òLeave Summaryó screen employees will 
be able to see how many òuse or loseó hours they 

have remaining. (see below) 
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PAYROLL 101: (PAY PERIODS) 

257 Days: The first day of the month to the 

last day of the month. 

The following Pay Periods go from the  

16th to the 15th: 

Part Time Employees 
Substitutes 
Extra Duty Pay 

Educators: Their Annual Salary is divided 
evenly over 12 checks. 

The Leave Reporting Period for all employees 
goes from  the 16th to the 15th. 

Leave without pay (LWOP) goes through the 
end of the month. 

§ %ÄÕÃÁÔÏÒÓ .%7 ÔÏ $ÁÖÉÓ 3ÃÈÏÏÌ $ÉÓÔÒÉÃÔ ÍÁÙ ÂÅ 
ÐÁÉÄ ÆÏÒ Τ ÁÄÄÉÔÉÏÎÁÌ ÄÁÙÓ ÆÏÒ ÔÒÁÉÎÉÎÇȢ  

§ 4ÈÅÓÅ ÁÄÄÉÔÉÏÎÁÌ ÄÁÙÓ ×ÉÌÌ ÂÅ ÅÎÔÅÒÅÄ ÁÎÄ ÐÁÉÄ 
ÂÙ ÔÈÅ $)342)#4Ȣ 4ÅÁÃÈÅÒÓ ÓÈÏÕÌÄ ÎÏÔ ÒÅÐÏÒÔ 
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7Å ÁÒÅ ÐÌÁÎÎÉÎÇ ÔÏ ÐÁÙ ÔÈÉÓ ÅØÔÒÁ ÄÁÙ ÏÎ ÔÈÅ  
3ÅÐÔÅÍÂÅÒ ΥΡÔÈ ÐÁÙÃÈÅÃËȢ 
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.Å× %ÄÕÃÁÔÏÒ #ÁÎÖÁÓ 4ÒÁÉÎÉÎÇȡ 

5ÐÏÎ ÓÕÃÃÅÓÓÆÕÌ ÃÏÍÐÅÔÉÔÉÏÎ ÏÆ ÔÈÅ -ÁÓÔÅÒÙ 
1ÕÅÓÔÉÏÎÓ ÆÏÒ ÁÌÌ #ÁÎÖÁÓ 4ÒÁÉÎÉÎÇ -ÏÄÕÌÅÓȟ ÅÄÕÃÁȤ
ÔÏÒÓ ÁÒÅ ÅÌÉÇÉÂÌÅ ÔÏ ÒÅÃÅÉÖÅ ÁÎ ÅØÔÒÁ ÄÁÙ ÏÆ ÐÁÙȢ 
4ÈÅ #ÁÎÖÁÓ ÃÏÕÒÓÅ ÍÕÓÔ ÂÅ ÃÏÍÐÌÅÔÅÄ ÂÙ  

3ÅÐÔÅÍÂÅÒ ΥΡÔÈȢ 4ÈÅ ÅØÔÒÁ ÄÁÙ ÏÆ ÐÁÙ ÆÏÒ ÔÈÏÓÅ 
×ÈÏ ÃÏÍÐÌÅÔÅ ÔÈÅ ÃÏÕÒÓÅ ×ÉÌÌ ÂÅ ÏÎ ÔÈÅ  

/ÃÔÏÂÅÒ ΥΣÓÔ ÐÁÙÃÈÅÃËȢ  

NEW EDUCATORS  

**Unscheduled** 

Professional Days (hours) 

for Educators  

%ÄÕÃÁÔÏÒÓ ÈÁÖÅ 47/ ÕÎÓÃÈÅÄÕÌÅÄ 0ÒÏÆÅÓÓÉÏÎÁÌ $ÁÙÓ ÆÏÒ 
ÐÒÏÆÅÓÓÉÏÎÁÌ ÌÅÁÒÎÉÎÇȟ ÐÌÁÎÎÉÎÇȟ ÁÎÄ ÉÍÐÌÅÍÅÎÔÁÔÉÏÎȢ 
%ÁÃÈ ȰÄÁÙȱ ÉÓ ÔÈÅ ÅÑÕÉÖÁÌÅÎÔ ÏÆ Á ÆÕÌÌ ÃÏÎÔÒÁÃÔ ÄÁÙȟ        
ÂÅÙÏÎÄ ÔÈÅÉÒ ÒÅÇÕÌÁÒ ÃÏÎÔÒÁÃÔ ÔÉÍÅȢ ɉÓÅÅ ÁÔÔÁÃÈÅÄ 
Ȱ0ÒÏÆÅÓÓÉÏÎÁÌ Ǫ #ÏÎÔÒÁÃÔ $ÁÙÓ ΨΦΨΧ-ΨΦΨΨ ÓÃÈÅÄÕÌÅɊ   

4ÈÅ ǢÒÓÔ ȰÄÁÙȱ ɉΪ ÈÒÓ ÆÏÒ ÆÕÌÌ-ÔÉÍÅɊ ÉÓ ÐÁÒÔ ÏÆ ÔÈÅÉÒ ΣΪΧ-ÄÁÙ 
ÃÏÎÔÒÁÃÔȟ ÓÏ ÉÆ ÔÈÅÙ ÄÏ ÎÏÔ ×ÏÒË ÔÈÅÓÅ ÈÏÕÒÓȟ ÔÈÅÙ ×ÉÌÌ 
ÎÅÅÄ ÔÏ ÔÁËÅ ÌÅÁÖÅ ÏÎ Á ÎÏÎ-ÃÏÎÔÒÁÃÔ ÄÁÙ ɉÉȢÅȢ ,ÁÂÏÒ $ÁÙɊȢ 
4ÈÅ 0ÒÉÎÃÉÐÁÌ ÓÈÏÕÌÄ ÖÅÒÉÆÙ ÔÈÁÔ ÔÈÅ ÁÄÄÉÔÉÏÎÁÌ ÃÏÎÔÒÁÃÔ 
ÔÉÍÅ ÉÓ ×ÏÒËÅÄ ×ÉÔÈÉÎ ÔÈÅ ÓÃÈÅÄÕÌÅ ÔÉÍÅ ÆÒÁÍÅ ɉÂÅÔ×ÅÅÎ 

!ÕÇÕÓÔ ΤΥÒÄ ÁÎÄ 3ÅÐÔÅÍÂÅÒ ΥΡÔÈɊȢ  

4ÈÅ ÓÅÃÏÎÄ ȰÄÁÙȱ ÉÓ ÁÎ ÅØÔÒÁ ÄÁÙ ÆÕÎÄÅÄ ÂÙ ÓÃÈÏÏÌ 433! 
ÍÏÎÅÙȢ 4ÈÅ ÈÏÕÒÓ ÓÈÏÕÌÄ ÂÅ ×ÏÒËÅÄ ÂÅÔ×ÅÅÎ /ÃÔÏÂÅÒ 
ΣÓÔ ÁÎÄ /ÃÔÏÂÅÒ ΤΪÔÈȢ -ÏÒÅ ÉÎÆÏÒÍÁÔÉÏÎ ÏÎ ÈÏ× ÁÎÄ 
×ÈÅÒÅ ÙÏÕ ×ÉÌÌ ÂÅ ÅÎÔÅÒÉÎÇ ÔÈÉÓ ÅØÔÒÁ ÐÁÙ ×ÉÌÌ ÂÅ ÆÏÒÔÈȤ

ÃÏÍÉÎÇ ÉÎ ÔÈÅ .ÏÖÅÍÂÅÒ ÎÅ×ÓÌÅÔÔÅÒȢ 

4ÅÁÃÈÅÒÓ 7),, ÎÅÅÄ ÔÏ ÌÉÓÔ ÔÈÅÉÒ ÈÏÕÒÓ ×ÏÒËÅÄ ÆÏÒ ÂÏÔÈ 
ȰÄÁÙÓȱ ɉÁ ÐÏÓÓÉÂÌÅ ÔÏÔÁÌ ÏÆ ΣΨ ÈÏÕÒÓ ÆÏÒ ÆÕÌÌ-ÔÉÍÅɊ ÏÎ Á 

ÔÉÍÅÃÁÒÄ ÕÎÄÅÒ Ȱ%ØÔÒÁ $ÕÔÙȱȢ 

ɕ4ÉÍÅÃÁÒÄÓ ÁÒÅ ÓÔÉÌÌ ÁÖÁÉÌÁÂÌÅ ÏÎ ÏÕÒ ×ÅÂÓÉÔÅ ÕÎÄÅÒ ÔÈÅ 
/ǣÃÅ -ÁÎÁÇÅÒȾ3ÅÃÒÅÔÁÒÙ )ÎÆÏÒÍÁÔÉÏÎ ÔÁÂȢ 


