
 

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 

Ofɤce 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. PAȴs that have to be 
deleted and redone because of incor-
rect dates and other errors cause a 
lot of problems in the Time System. 
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2ÅÑÕÅÓÔ ÓÃÒÅÅÎȢ 4ÈÅ &ÕÒÌÏÕÇÈ $ÁÙ  

ÍÕÓÔ ÂÅ ÕÓÅÄ ÂÙ ΨȾΥΡȾΤΡΤΤȢ 

          53% )4 /2 ,/3% )4 
)Æ ÁÎ ÅÍÐÌÏÙÅÅ ÈÁÓ Á 6!#!4)/.Ⱦ0%23/.!, ,%!6%  

ÃÁÒÒÙ-ÏÖÅÒ ÂÁÌÁÎÃÅ ÔÈÁÔ ÅØÃÅÅÄÅÄ ÔÈÅ ÁÌÌÏ×ÁÂÌÅ  
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(ÏÕÒÓ ÍÕÓÔ ÂÅ ÕÓÅÄ ÂÙ /ÃÔÏÂÅÒ ΣΥÔÈ ÔÈÉÓ ÙÅÁÒ ÄÕÅ 

ÔÏ &ÁÌÌ "ÒÅÁË ÏÎ /ÃÔÏÂÅÒ ΣΦÔÈ ÁÎÄ ΣΧÔÈȢ 

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. 



 

ß 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.  

ß 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 over-

time pay (for extra duty) if the employee has worked their 40 

hours in a week. (Their week must be òcleanó by Saturday 

for comp time to accrue.)  

ß 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 òOvertime Emergency 

Calloutó assignment in remote pay, including part-time.  

SCARY PAõs  

-ÁËÅ ÓÕÒÅ ÁÌÌ ÁÐÐÌÉÃÁÂÌÅ 0ÅÒÓÏÎÎÅÌ !ÃÔÉÏÎÓ 

ÁÒÅ ÉÎ ÐÒÏÃÅÓÓȡ  

ɕ.Å× (ÉÒÅÓȟ (ÏÕÒ #ÈÁÎÇÅÓȟ 4ÒÁÎÓÆÅÒÓȟ 

4ÅÒÍÉÎÁÔÉÏÎÓȟ ÁÎÄ 2ÅÔÉÒÅÍÅÎÔÓ  

ɕ$ÏÎȭÔ ÆÏÒÇÅÔ ÔÏ ÒÅÖÉÅ× ÙÏÕÒ Ȱ/ÒÇÁÎÉÚÁÔÉÏÎ  

0ÏÓÉÔÉÏÎÓȱ 2ÅÐÏÒÔ ÉÎ %ÎÃÏÒÅȡ  

Ý 4ÈÅ ÌÅÆÔ-ÈÁÎÄ ÓÉÄÅ ÏÆ ÔÈÅ ÓÃÒÅÅÎ ÉÎÄÉÃÁÔÅÓ 

ÉÆ Á 0! ÉÓ ÉÎ ÐÒÏÃÅÓÓ ÆÏÒ ÁÎ ÅÍÐÌÏÙÅÅȢ  

Ý  -ÁËÅ ÓÕÒÅ ÔÈÅ ÁÕÔÈÏÒÉÚÅÄ ÈÏÕÒÓ ɉ0ÏÓÉÔÉÏÎ 

ÈÏÕÒÓɊ ÁÎÄ ÃÏÎÔÒÁÃÔ ÄÁÙÓ ÁÒÅ ÃÏÒÒÅÃÔ ÆÏÒ 

ÅÁÃÈ ÅÍÐÌÏÙÅÅȢ  

Ý  %ÎÔÅÒ Á 0ÏÓÉÔÉÏÎ #ÈÁÎÇÅ 0! ÆÏÒ ÅÍÐÌÏÙȤ

ÅÅÓ ÉÆ ÔÈÅÉÒ ÈÏÕÒÓ ÈÁÖÅ ÃÈÁÎÇÅÄ ÓÉÎÃÅ ÌÁÓÔ 

ÓÃÈÏÏÌ ÙÅÁÒȢ  

Ý  -ÁËÅ ÓÕÒÅ Á 3ÅÐÁÒÁÔÉÏÎȾ4ÅÒÍÉÎÁÔÉÏÎȟ 

3ÅÐÁÒÁÔÉÏÎȾ2ÅÔÉÒÅÍÅÎÔȟ ÏÒ 4ÒÁÎÓÆÅÒȾ

2ÅÁÓÓÉÇÎÍÅÎÔ 0! ÉÓ ÉÎ ÐÒÏÃÅÓÓ ÆÏÒ ÅÍȤ

ÐÌÏÙÅÅÓ ×ÈÏ ÁÒÅ ÎÏ ÌÏÎÇÅÒ ÁÔ ÙÏÕÒ ÌÏÃÁȤ

ÔÉÏÎ ÂÕÔ ÁÒÅ ÓÔÉÌÌ ÏÎ ÙÏÕÒ ÒÅÐÏÒÔȢ  

Ý  &ÏÒ Á ÐÒÉÎÔÅÄ ÒÅÐÏÒÔ ÃÌÉÃË ÏÎ ÔÈÅ 

Ȱ2ÅÐÏÒÔȱ ÂÕÔÔÏÎ ÏÎ ÔÈÅ ÂÏÔÔÏÍ ÏÆ ÔÈÅ 

ÓÃÒÅÅÎȢ  

)Æ ÙÏÕ ÈÁÖÅ ÎÅ× ÅÍÐÌÏÙÅÅÓ ×ÈÏ ÁÒÅ ÎÏÔ ÏÎ 

ÙÏÕÒ ÒÅÐÏÒÔȟ ÃÈÅÃË ÔÏ ÓÅÅ ÉÆ Á (ÉÒÅ 0! ÏÒ Á 

4ÒÁÎÓÆÅÒȾ2ÅÁÓÓÉÇÎÍÅÎÔ 0! ÈÁÓ ÂÅÅÎ ÅÎÔÅÒÅÄ 

ÆÏÒ ÔÈÅÍȢ -ÁËÅ ÓÕÒÅ ÎÅ× ÈÉÒÅÓ ×ÈÏ ÄÏ ÎÏÔ 

ÈÁÖÅ Á 0! ÉÎ ÐÒÏÃÅÓÓ ÈÁÖÅ ÂÅÅÎ ǢÎÇÅÒÐÒÉÎÔÅÄ 

ÁÎÄ ÐÒÏÃÅÓÓÅÄ ×ÉÔÈ (ÕÍÁÎ 2ÅÓÏÕÒÃÅÓȢ  

ɕ(ÉÒÅÓ ÁÎÄ 4ÒÁÎÓÆÅÒȾ2ÅÁÓÓÉÇÎÍÅÎÔ 0!ȭÓ ×ÉÌÌ ÂÅ 

ÅÎÔÅÒÅÄ ÂÙ (ÕÍÁÎ 2ÅÓÏÕÒÃÅÓȢ  When a teacher who is a coach has to 

miss class to go to a game, they 

should request the following leave: 

òProfessional Developmentó with 

òCoaching Event-District  

Sponsoredó as the type. They should 

also enter comments regarding where 

they were (i.e. football game at Clear-

field or volleyball game at North  

Layton Jr. High). 

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 Ėregularė hours 
on October 11th, 12th, and 13th. They cannot 
Ėmake upė hours missed due to Fall Break. 

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!!!                           

COACHING 



 

School Testing 

Here is a list of Extra Duty Classified assignments for testing:  

A. TCLKñAcadience Testing Salaries (Prog 5239) - Elementary only      

Note: there are 2 Acadience assignments; you can use either one. 

B. TCLKñWIDA Testing (Prog 2751) - Elementary only 

C. TCLKñTesting Support Salaries (2717) - All locations 

D. There is also a Non-TCLK assignment under Extra Duty Licensed 

for Acadience and Testing Support Salaries. 

Reminder: Parent Teacher Conferences 
Per the Davis EducatorsƁAgreementƋƂeach ILP week

should include seven and one-half hours ofteachertime

beyond the regular contract. Thisżensures that 

teachers earn the two compensatory days built into the

district calendarƃ(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 semesterƁs 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. 

/h±L5 {ǝǇŜƴŘ ŦƻǊ /ƭŀǎǎǊƻƻƳ ¢ŜŀŎƘŜǊǎ 

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 occur-

rence. 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 studentôs teachers.  

§ More information will follow regarding how and when 

these payments will be made.  

7ÈÅÎ ÁÎ %ÍÐÌÏÙÅÅ 4ÅÓÔÓ 0ÏÓÉÔÉÖÅ ÆÏÒ #/6)$ΣΫ 

hCCL/9 a!b!D9w{Υ ²ƘŜƴ !b¸ ŜƳǇƭƻȅŜŜ ƛǎ ƻǳǘ ǿƛǘƘ ŀ ǇƻǎƛǝǾŜ 

/h±L5 ǘŜǎǘ ŀƴŘ ǳǎŜǎ ƭŜŀǾŜΣ ǘƘŜƛǊ ǎǳō Ƴǳǎǘ ōŜ ǇŀƛŘ ŦǊƻƳ 5ƛǎǘǊƛŎǘ 

9{{9w ŦǳƴŘǎΦ ²ƘŜƴ ȅƻǳ ŜƴǘŜǊ ǘƘŜ ǎǳōΣ ǘƘŜǊŜ ǿƛƭƭ ōŜ ŀ ά/h±L5мфέ 

ōƻȄ ȅƻǳ Ŏŀƴ ŎƘŜŎƪΦ ό¢Ƙƛǎ ƛǎ ƛƴ ǘƘŜ [ŜŀǾŜ 9ƴǘǊȅ ǎŎǊŜŜƴ ƴŜȄǘ ǘƻ ǘƘŜ 

[ƻƴƎ-ǘŜǊƳ ǎǳō ōƻȄΦύ .ȅ ŎƘŜŎƪƛƴƎ ǘƘƛǎ ōƻȄ ǘƘŜ ŦǳƴŘǎ ǘƻ Ǉŀȅ ǘƘŜ ǎǳō 

ǿƛƭƭ ŎƻƳŜ ŦǊƻƳ 9{{9w ƛƴǎǘŜŀŘ ƻŦ ǘƘŜ ƴƻǊƳŀƭ ŘƛǎǘǊƛŎǘ ōǳŘƎŜǘΦ 

Teaching Remotely with COVID 
¢ƘŜ {ǳǇŜǊƛƴǘŜƴŘŜƴŎȅ ŀƴŘ ǘƘŜ {ŎƘƻƻƭ 5ƛǊŜŎǘƻǊǎ 

ŎŀƳŜ ǳǇ ǿƛǘƘ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ƎǳƛŘŜƭƛƴŜǎ ǊŜƎŀǊŘƛƴƎ 

ǘŜŀŎƘŜǊǎ ōŜƛƴƎ ŀƭƭƻǿŜŘ ǘƻ ǘŜŀŎƘ ǊŜƳƻǘŜƭȅΥ 

²ƘŜƴ ŀ ǘŜŀŎƘŜǊ ǘŜǎǘǎ ǇƻǎƛǝǾŜ ŦƻǊ /h±L5мф 

§ Lƴ ƻǊŘŜǊ ǘƻ ǘŜŀŎƘ ǊŜƳƻǘŜƭȅ ŀ ǘŜŀŎƘŜǊ ƳǳǎǘΥ 

     мΦ wŜŎŜƛǾŜ ŀǇǇǊƻǾŀƭ ŦǊƻƳ ǘƘŜ tǊƛƴŎƛǇŀƭ ǘƻ Řƻ ǎƻ 

     нΦ IŀǾŜ ŀ ǇƻǎƛǘƛǾŜ /h±L5 ǘŜǎǘ 

     оΦ .Ŝ ǇƘȅǎƛŎŀƭƭȅ ŀōƭŜ ǘƻ ǘŜŀŎƘ όōŀǎŜŘ ƻƴ ǎȅƳǇǘƻƳǎύ 

§ ²ƘŜƴ ŀ ǘŜŀŎƘŜǊ ǿƛƭƭ ōŜ ǘŜŀŎƘƛƴƎ ǊŜƳƻǘŜƭȅΣ ǘƘŜȅ ǿƛƭƭ 

ǎǘƛƭƭ ƴŜŜŘ ǘƻ ŜƴǘŜǊ ǘƘŜƛǊ ŀōǎŜƴŎŜ ƛƴ !9{ht ŀƴŘ 

ŜƴǘŜǊ ŀ [9!±9 w9v¦9{¢ ƛƴ 9ƴŎƻǊŜ ŀǎ ŦƻƭƭƻǿǎΥ 

[ŜŀǾŜ ¢ȅǇŜΥ tǊƻŦŜǎǎƛƻƴŀƭ 5ŜǾŜƭƻǇƳŜƴǘ 

tǊƻŦŜǎǎƛƻƴŀƭ 5ŜǾŜƭƻǇƳŜƴǘ 9ǾŜƴǘΥ 

     /h±L5 !ǘ-ƘƻƳŜ LƴǎǘǊǳŎǘƛƻƴ 

§ LŦ ǘƘŜ ǘŜŀŎƘŜǊ ƛǎ ǳƴŀōƭŜ ǘƻ ǘŜŀŎƘ ŘǳŜ ǘƻ /h±L5 

ǎȅƳǇǘƻƳǎΣ ǘƘŜȅ Ƴǳǎǘ ǳǎŜ ǘƘŜƛǊ ƻǿƴ ƭŜŀǾŜ όǎƛŎƪΣ 

ǇŜǊǎƻƴŀƭ ƻǊ [²ht ƛŦ ǘƘŜȅ ŀǊŜ ƻǳǘ ƻŦ ƭŜŀǾŜύ 

hCCL/9 a!b!D9w{Υ ²ƘŜƴ ŀ ǘŜŀŎƘŜǊ ǿƛǘƘ /h±L5 ǳǎŜǎ 

ǘƘŜƛǊ ƻǿƴ ƭŜŀǾŜ ōŜŎŀǳǎŜ ǘƘŜȅ Ŏŀƴƴƻǘ ǘŜŀŎƘ ŦǊƻƳ 

ƘƻƳŜΣ ǘƘŜƛǊ ǎǳō Ƴǳǎǘ ōŜ ǇŀƛŘ ŦǊƻƳ 5ƛǎǘǊƛŎǘ 9{{9w 

ŦǳƴŘǎΦ ²ƘŜƴ ȅƻǳ ŜƴǘŜǊ ǘƘŜ ǎǳōΣ ǘƘŜǊŜ ǿƛƭƭ ōŜ ŀ 

ά/h±L5мфέ ōƻȄ ȅƻǳ Ŏŀƴ ŎƘŜŎƪΦ .ȅ ŎƘŜŎƪƛƴƎ ǘƘƛǎ ōƻȄ 

ǘƘŜ ŦǳƴŘǎ ǘƻ Ǉŀȅ ǘƘŜ ǎǳō ǿƛƭƭ ŎƻƳŜ ŦǊƻƳ 9{{9w ŀƴŘ 

ƴƻǘ ǘƘŜ ƴƻǊƳŀƭ ŘƛǎǘǊƛŎǘ ōǳŘƎŜǘΦ    

When a teacher has a COVID 19  

òClose Contactó Exposure 

§ LŦ ŀ ǘŜŀŎƘŜǊ Ƙŀǎ ŎƭƻǎŜ ŎƻƴǘŀŎǘ ǿƛǘƘ ǎƻƳŜƻƴŜ ǿƘƻ 

Ƙŀǎ /h±L5 ōǳǘ Ƙŀǎ ƴƻǘ ǘŜǎǘŜŘ ǇƻǎƛǘƛǾŜ ǘƘŜȅ ŎŀƴΥ 

            мΦ /ƻƳŜ ǘƻ ǿƻǊƪ ǿƛǘƘ ŀ Ƴŀǎƪ hw 

            нΦ vǳŀǊŀƴǘƛƴŜ ŀƴŘ ǳǎŜ ǘƘŜƛǊ ƻǿƴ ƭŜŀǾŜ 

§ 9ƳǇƭƻȅŜŜǎ ǿƘƻ ƘŀǾŜ ƴƻǘ ǘŜǎǘŜŘ ǇƻǎƛǘƛǾŜ ŦƻǊ 

/h±L5 ǿƛƭƭ ƴƻǘ ōŜ ŀƭƭƻǿŜŘ ǘƻ ǘŜŀŎƘ ǊŜƳƻǘŜƭȅ ōŜπ

ŎŀǳǎŜ ǘƘŜȅ ƘŀǾŜ ǘƘŜ ƻǇǘƛƻƴ ƻŦ ŎƻƳƛƴƎ ǘƻ ǿƻǊƪ ƛƴ ŀ 

ƳŀǎƪΦ !ƭǎƻΣ ǘƘŜȅ Ŏŀƴƴƻǘ ǳǎŜ tǊƻŦŜǎǎƛƻƴŀƭ 5ŜǾŜƭπ

ƻǇƳŜƴǘ ƭŜŀǾŜ ƛƴ ǘƘƛǎ ƛƴǎǘŀƴŎŜΦ 

§ hCCL/9 a!b!D9w{Υ ²ƘŜƴ ŀ ǘŜŀŎƘŜǊ ƻǇǘǎ ǘƻ 

ǉǳŀǊŀƴǘƛƴŜ ŀƴŘ ǳǎŜ ǘƘŜƛǊ ƭŜŀǾŜ ǊŀǘƘŜǊ ǘƘŀƴ ǿƻǊƪπ

ƛƴƎ ƛƴ ŀ ƳŀǎƪΣ ǘƘŜƛǊ ǎǳōǎ /!bbh¢ ōŜ ǇŀƛŘ ŦǊƻƳ 

9{{9w ŦǳƴŘǎΦ tƭŜŀǎŜ Řƻ ƴƻǘ ŎƘŜŎƪ ǘƘŜ ά/ƻǾƛŘмфέ 

ŎƘŜŎƪōƻȄΦ ¢Ƙƛǎ ƛǎ ŦŜŘŜǊŀƭ ƳƻƴŜȅ ŀƴŘ ǿƛƭƭ ƭƛƪŜƭȅ ōŜ 

ŀǳŘƛǘŜŘ ǘƻ ǾŜǊƛŦȅ ǘƘŀǘ ƛǘ ǿŀǎ ǳǎŜŘ ŦƻǊ /h±L5 ǇǳǊπ

ǇƻǎŜǎΣ ŀƴŘ ǘƘŜǎŜ ŀōǎŜƴŎŜǎ ǿƻǳƭŘ ƴƻǘ ōŜ ŀ ǾŀƭƛŘ 

ǳǎŜ ƻŦ ǘƘƻǎŜ ŦǳƴŘǎΦ 



 

Secretary Checklist 
Run your reports and review them 

Make sure ALL employees who should be are 

             clocking in and out, or òinó 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) 

¢ƘŜǊŜ ŀǊŜ н 

ά¦ƴǎŎƘŜŘǳƭŜŘ tǊƻŦŜǎǎƛƻƴŀƭ 5ŀȅǎέ 

ƭƛǎǘŜŘ ƻƴ ǘƘŜ tǊƻŦŜǎǎƛƻƴŀƭ ϧ 

/ƻƴǘǊŀŎǘ 5ŀȅǎ нлнм-нлнн ǎŎƘŜŘǳƭŜ 

ŦƻǊ ŜŘǳŎŀǘƻǊǎΦ wŜƳŜƳōŜǊΣ hb9 ƻŦ 

ǘƘŜǎŜ Řŀȅǎ ǿŀǎ ŀ ŎƻƴǘǊŀŎǘ ŘŀȅΗ 

{ŜŜ ǘƘŜ {ŜǇǘŜƳōŜǊ ƴŜǿǎƭŜǧŜǊ 

όǇŀƎŜ нύ ŦƻǊ ƳƻǊŜ ƛƴŦƻǊƳŀǝƻƴΦ 

òUnscheduledó 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 schoolõs 

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 òslightlyó scary (but mostly friendly) Payroll Staff Team 

 


