FLOATING FURLOUGH DAY
ALL Full-time 257-day “VACATION”
eligible employees have a Floating
Furlough Day again this year, which should
be taken as a full day. Employees will have a
“Furlough” leave type in their Leave
Request screen. The Furlough Day
must be used by 6/30/2022.

USE IT OR LOSE IT
If an employee has a VACATION/PERSONAL LEAVE
carry-over 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 not used by that
date will be lost!
 Classified Employees can carry over a maximum of 50
days of Vacation.


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



Licensed Employees can carry-over a maximum of 30
days of Personal Leave.
This is a maximum carry-over balance and does not
include hours accrued for the current fiscal year
(on or after July 1, 2021).

Please Note:
Employees who have hours that need to be used
before the deadline will see a notification in their
Leave Summary screen:
Important Dates to Remember:


October 11th Remote Pay will be open



October 13th Employees can approve timesheets at the
end of the day, before Fall Break!!!!!



October 14th and 15th Fall Break



October 20th Employee Timesheet approval DEADLINE



October 20th Supervisor Timesheet approval deadline



October 21st Payroll Closes @ Midnight



October 29th PAYDAY! (and Educator Professional Day)

See attached PAYROLL CALENDAR

INSURANCE OPEN ENROLLMENT
Insurance open enrollment is just around the corner.

Please remind your faculty and staff that in addition
to insurance enrollment and the Catastrophic Sick
Leave Donation (for new employees or those who
wish to enroll) they must re-enroll in FLEXIBLE
SPENDING for the 2022 Tax Year.
Flexible Spending health care and/or day care
selections will NOT carry over! Open Enrollment will be
open from November 1st-November 19th.
To contact Insurance call 801-402-5200.

Hours must be used by October 13th this year due
to Fall Break on October 14th and 15th.
Office Managers and Secretaries:
Please make sure your principals
know that when they put in a hire
date or transfer date, it should be
the date the employee is actually
going to start working at your
location. This is crucial since the
effective date drives everything in
the Time System. PA’s that have to be
deleted and redone because of incorrect dates and other errors cause a
lot of problems in the Time System.

SCARY PA’s
Make sure all applicable Personnel Actions
are in process:

Leave Without Pay (LWOP) should be
entered through the END of the month. This is
especially important for employees who are on a long-term
leave of absence. If their leave is not entered and they are
unable/unavailable to enter it, please contact Holly Thurgood in
Payroll for assistance.
 Overtime Reminder: Employees must WORK a total of 40
hours in a week before qualifying for overtime pay or comp
time at time and a half. Any holidays, vacation, or sick leave
hours, etc. taken during the week do not count toward the 40
hours. Keep this in mind on things like building rentals! The
Time System will automatically accrue comp time and overtime pay (for extra duty) if the employee has worked their 40
hours in a week. (Their week must be “clean” by Saturday
for comp time to accrue.)
 Emergency Callouts for custodians should always be paid
as overtime and a minimum of 2 hours. BEFORE the snow
flies you will want to make sure any custodians who will be
doing snow removal have the “Overtime Emergency
Callout” assignment in remote pay, including part-time.

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



Fall Break Time System Tip:
Full-time employees need to work their total contract hours
for the week. (i.e. 7 hours x 3 days = 21 hours)
Part-time employees can work their “regular” hours
on October 11th, 12th, and 13th. They cannot
“make up” hours missed due to Fall Break.

COACHING
When a teacher who is a coach has to
miss class to go to a game, they
should request the following leave:
“Professional Development” with
“Coaching Event-District
Sponsored” as the type. They should
also enter comments regarding where
they were (i.e. football game at Clearfield or volleyball game at North
Layton Jr. High).

*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 (Position
hours) and contract days are correct for
each employee.



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



Make sure a Separation/Termination,
Separation/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.

FALL RECESS

Fall recess is October
14th & 15th. These are unpaid,
non-contract days for ALL employees.
All schools and District offices are closed.
Remember: Employees can
Approve timesheets
BEFORE Fall
Break!!!

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 school-directed quarantine due to a COVID19 exposure.


The Covid Aides at your location will be responsible for
keeping track of Covid related absences.



The approved stipend is $100 per student/per occurrence. Elementary teachers who job-share will 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.

School Testing
Here is a list of Extra Duty Classified assignments for testing:
A. TCLK—Acadience Testing Salaries (Prog 5239) - Elementary only
Note: there are 2 Acadience assignments; you can use either one.
B. TCLK—WIDA Testing (Prog 2751) - Elementary only
C. TCLK—Testing Support Salaries (2717) - All locations
D. There is also a Non-TCLK assignment under Extra Duty Licensed
for Acadience and Testing Support Salaries.

Teaching Remotely with COVID
The Superintendency and the School Directors
came up with the following guidelines regarding
teachers being allowed to teach remotely:
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 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 At-home Instruction
 If the teacher is unable to teach due to COVID
symptoms, they must use their own leave (sick,
personal or LWOP if they are out of leave)
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 be a
“COVID19” box you can check. 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” Exposure

When an Employee Tests Positive for COVID19
OFFICE MANAGERS: When ANY employee 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 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 instead of the normal district budget.

Reminder: Parent Teacher Conferences
Per the Davis Educators’ Agreement—“each ILP week
should include seven and one-half hours of teacher time
beyond the regular contract. This … ensures that
teachers earn the two compensatory days built into the
district calendar” (Addendum #2, page 69).
The teacher compensation days for the 2021-2022 school
year are Wednesday, November 24th and Monday, April
4th. If you have teachers who miss conferences, they
need to use leave (or LWOP) on the compensation day
for that semester’s conferences. If a long-term sub does
conferences, you will enter their hours on that comp
day. SECONDARY SCHOOLS: Use 1/2 of each Comp Day per
conference (term). If you have questions, contact Payroll.



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
 Employees who have not tested positive for
COVID will not be allowed to teach remotely because they have the option of coming to work in a
mask. Also, they cannot use Professional Development leave in this instance.


OFFICE MANAGERS: When a teacher opts to
quarantine and use their leave rather than working in a mask, 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.

Secretary Checklist
Run your reports and review them
Make sure ALL employees who should be are
clocking in and out, or “in” for once-a-day punches

Extra TSSA day must be worked by OCTOBER 28th
Make sure the hire date for a new employees is
their actual START DATE
Make sure you are working with your Covid Aide(s),
to keep track of Covid absences that are eligible for
the stipend (see Page 3 for more info)

There are 2
“Unscheduled Professional Days”
listed on the Professional &
Contract Days 2021-2022 schedule
for educators. Remember, ONE of
these days was a contract day!
See the September newsletter
(page 2) for more information.

“Unscheduled” Extra TSSA
Day for School-Site Educators
Educators can work the equivalent of a full
contract day outside their regular contract
time. Educators will receive their regular
rate of pay for this day. All hours must be
worked no later than OCTOBER 28th.
This day will be paid from your school’s
TSSA fund and should be entered in
Remote Pay:
School Funded
TSSA (program 5291).
These hours can be paid in the pay period
in which they are worked.

Your “slightly” scary (but mostly friendly) Payroll Staff Team

