Labor Day
Labor Day was Monday,
September 6th.
All District offices were closed
for the holiday, so please make
sure no leave or subs are
entered on that day.

“NEW “ EXTRA DUTY PAY RATES


Extra Duty Licensed pay rate for Educators: $27.81



Licensed Lunch/Bus Duty/High school parking duty: $17.68



Classified Lunch/Bus Duty: $11.50

When an Employee Tests Positive for
COVID19

Important Dates to Remember


September 13th: Remote pay will open



September 15th: Last Day of September Payroll



September 16th: Employee Time Sheet Approval



September 22nd: Payroll Closes @ Midnight



September 30th: PAYDAY!

OFFICE MANAGERS: When an employee (this includes all employees) is out with a positive COVID
test and uses leave, their sub must be paid from District ESSER funds. When you enter the sub, there will
now be a “COVID19” box you can check. (This is in the
Leave Entry screen next to the Long-term sub box.) By
checking this box the funds to pay the sub will come
from ESSER and not the normal district budget.

See attached PAYROLL CALENDAR
(Toots own horn)

COVID Stipend for Classroom Teachers
The Superintendency has approved payment of a Covid Stipend for
classroom teachers when they are required to teach a student
remotely due to a positive COVID19 test or a quarantine related to
COVID19.
The Covid Aides at your location will be responsible for keeping
track of Covid related absences.
 The approved stipend is for $100 per occurrence. Elementary
teachers who job-share would receive half of the stipend. Secondary Educators will receive a pro-rated amount as the stipend will be
split among each of the student’s teachers.
 More information will follow regarding how and when these
payments will be made.


Your Most

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

Unscheduled Professional Days
There are 2
“Unscheduled Professional Days”
listed on the
Professional & Contract Days 2021-2022 schedule
(attached).

Day 1: All Educators (on salary table 1)
This is a CONTRACT day. Educators should plan to work the

equivalent of a full contract day outside their regular contract time
in professional learning, planning, and implementation.
NOTE: Since this is part of the 185 contract days for educators,
employees who do not complete these hours will need to use

USE IT OR LOSE IT
If an employee has a Vacation/Personal Leave
carryover balance that exceeded the allowable
maximum as of the July 1, 2021 rollover, they
have until Wednesday October 13th to
“Use It or Lose It”.
Any excess Vacation/Personal Leave hours not
used by that date will be lost!
 Administrators can carry over a maximum of
50 days (400 hours) of Vacation.*
 Classified employees can carry over a maximum of 50 days (400 hours) of vacation.*
 Licensed employees can carry over a maximum of 30 days (240 hours) of Personal
Leave.
*This increase in carryover hours was approved in October of 2020.

leave on a non-contract day (Labor Day—September 6, 2021).
All hours must be completed by September 30th and should be
documented on a time card and submitted to the Principal.

Day 2: Extra TSSA Day for School Site Educators
This EXTRA professional day is being funded with school TSSA
money, therefore only school site-based educators (including

Counselors and Administrative Interns) are eligible for this extra
day. Educators based at a District location (i.e. SPED and Related
Services) do not qualify for this extra day (because District
departments do not have TSSA funding).
Educators can work the equivalent of a full contract day outside

This is a maximum carry-over balance and does
not include hours accrued for the current year
(on or after July 1, 2021).
To figure the remaining Vacation/Personal
Leave Hours:
 Take the Beginning Balance and Subtract
any hours used since July 1st. OR
 Take the Current Balance and subtract any
hours accrued since July 1st.
Please Note:
Employees who have hours that need to be
used before the deadline will see a notification

their regular contract time. Pay for this additional day will be at the
educator’s regular rate of pay and may be processed in the pay
period when the additional day is worked. All hours must be
completed by October 28th and should be documented on a time
card and submitted to the Principal for payment.

Absences for District Coaches
When an employee is required to miss work
due to coaching duties for District sporting
events, they should enter their leave request in
Encore as follows:
Leave Type: Professional Development
Professional Development Event: Coaching
Event District Sponsored

Hours must be used by October 13th this year
due to Fall Recess on October 14th & 15th .

ARE YOUR PERSONEL ACTIONS
(PA’S)IN ORDER?

Make sure all applicable Personnel Actions are in process:


New Hires, Hour Changes, Transfers, Terminations,
and Retirements



Don’t forget to review your “Organization Positions”
Report in Encore:



The left-hand side of the screen indicates if a PA is in
process for an employee.



Make sure the authorized hours (Pos Hrs.) are correct
for each employee.



Enter a Position Change PA for employees if hours or
days have changed since last school year.



Make sure a Separation Termination/Retirement or
Transfer Reassignment PA is in process for employees
who are no longer at your location but are still on your
report.
 For a printed report click on the “Report” button on
the bottom of the screen.


If you have new employees who are not on your report, check to see if a Hire PA or a Transfer/
Reassignment PA has been entered for them. Make
sure new hires who do not have a PA in process have
been fingerprinted and processed with Human Resources.

*Hires and Transfer/Reassignment PA’s will be entered
by Human Resources

Teaching Remotely
We have had quite a few questions regarding teachers
being allowed to teach remotely due to COVID19. The
Superintendency and the School Directors met and
came up with the following guidelines:

When a teacher tests positive for COVID19
 In order to teach remotely a teacher must:

1. Receive approval from the Principal to do so
2. Have a positive COVID test
3. Be physically able to teach (based on their
symptoms)
 When a teacher will be teaching remotely they will
still need to enter their absence in AESOP and enter
a LEAVE REQUEST in Encore as follows:
Leave Type: Professional Development
Professional Development Event: COVID Athome Instruction (Subs will be paid as usual).
 If the teacher is unable to teach due to COVID symptoms, they must use their own leave (sick or personal)
OFFICE MANAGERS: When a teacher with COVID uses
their own leave because they cannot teach from home,
their sub must be paid from District ESSER funds. When
you enter the sub, there will now be a “COVID19” box
you can check. (This is in the Leave Entry screen next to
the Long– term sub box.) By checking this box the
funds to pay the sub will come from ESSER and not the
normal district budget.

When a teacher has a COVID 19
“Close Contact”


If a teacher has close contact with someone who
has COVID but has not tested positive they can:
1. Come to work with a mask OR
2. Quarantine and use their own leave (sick or
personal)
 Employees who have not tested positive for COVID
will not be allowed to teach remotely because they
have the option of coming to work. They also cannot use Professional Development leave in this
instance.
OFFICE MANAGERS: When a teacher opts to
quarantine and use their leave rather than
working, their subs CANNOT be paid from ESSER funds. Please do not check the “Covid19”
checkbox. This is federal money and will likely
be audited to verify that it was used for COVID
purposes, and these absences would not be a
valid use of those funds.

Important Tip About Employee Time Sheet Approvals
Please encourage your employees to approve their time sheets on the 16th of the month whenever
possible! Even though we will typically allow several days for employee approval, approving time
sheets on the 16th allows time for the supervisor to review the time sheet, return the time sheet
back to the employee for necessary changes, and allows time for the employee to make the needed
corrections and still approve their time sheet within the approval window.
When an employee fails to approve their time sheet before the deadline, they will have to contact
Payroll to verify their time sheet and we will have to approve it for them, which becomes a very tedious and time consuming process. We are happy to help with any issues preventing an employee
from approving their time sheet so they can approve everything before the deadline.
Just reach out to us!

Office Manager
Payroll Checklist
Run reports and review them
Make sure hours are entered for ALL
Employees (clocking in and out)
Watch pending items (cleared by the
15th)
Notify employees of unapproved time
sheets
Make sure the hire date for a new
employee is the same as their start date
Make sure subs are entered
Add comments to overages
Review past newsletters

