Employees Less Than 238 Days:
Monday, April 3rd through

Friday, April 7th

Thursday, April 7th and
Friday April 8th

-
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Improvement
Leaders (1.1.L.)

I.IL PAYMINTS

The second half of I.1.L. should be paid THIS MONTH.
Hopefully you already have the payment information.

If not, please check with your JSSC Chair or Principal ASAP!
If an employee does not appear on your Remote Pay
Screen under I.I.L., you will need to give them the I.I.L.
Assignment in “Remote Pay Assignments”.
(Note: You may have to use the “Non-Loc” option.)

To enter L.I.L. Pay in “Remote Pay Entry”:
o Enter “I.I.L.” for the “Pay Type” AND “Pay Detail”
To pay a set amount (i.e. $200.00), enter 1 unit @ $200.00
« ENTER COMMENTS (i.e. JSSC Chair, JSSC, Web Master, etc.).

REMEMBER: Classified employees can be paid a small
“Thank You” stipend under I.I.L., but they should be
CLOCKED IN for all hours worked.
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Paying Subs Productivity:

+ Remember to check the Productivity box
when a substitute subs for a Productivity

+ Sick Leave is to be used for illness, surgery,
maternity/paternity leave, and for personal

bereavement for the death of an immediate teacher.
family member. For more information, *  Ifyouhave asub that is subbing for a
including the definition of an “immediate :EZFher but covers another class during
o ) ir Prep Period, they should be paid
member of the family”, see Section 4 of the Productivity. Be sure to enter comments as
Educators and Classified agreements. shown below. Only enter the sub for the
+ Compensation (Comp) Time should only be teacher they subbed for all day. Do not
used when a sub is not required. enter the sub under both teachers. /
+ Non-Contract Leave (NCL): NCL cannot be QSt Hee Commentf—tf clarify. N
used on a day school is in session. Rl 1 S
+ Jury Duty: Full-time employees selected for A
jury duty receive their full salary. The court H?u':":;ggz pered
will pay them a small stipend for serving as L:Sf:olifieave Sunce _ Al loursTakenEnploreCommrt
a juror.* When the employee receives the e e I —
check from the court, they should endorse e wimantpy 00 00
the check and send it to Payroll. Maeaiwon
+ Witness in Court: Employees subpoenaed | s e
to testify as a witness receive their full A i S S— 75 7] - G
salary.* Employees who are litigants in a . @ =
case where the legal action is related to QS /Q\\\\i///

their District assignment may receive their %\\\\“
full salary for the time spent in court. .
+ Funeral/Civic Duty: Full-time employees are
allowed time for attendance at funerals and
special civic programs as a speaker, chair-
person, musician, etc., with prior approval
from their supervisor. (If the funeral is for
an immediate family member, Sick Leave

should be used.)

*Part-time classified employees are paid only for
hours worked, (unless they have paid Personal Leave
they can use). These employees should keep the

check issued to them by the court.

Employees who are resigning or
retiring should not enter leave
the last day they will work.
(Employees should work on their
last day unless they are on an
approved leave of absence.)
Once the separation PA is in
process, you can enter subs under
the “vacant” position using
“Other” or “Part-time Leave”,
| with “Vacant Position” entered /

/ \ In comments. ’

NG




©©  PLEASE read the following information carefully!

Davis teachers serving as substitutes for teachers will be paid at the long-term substitute rate.
+  The rate will be prorated to an hourly basis if the assignment is for fewer than 3 hours per day.
+ The long-term sub rate for 2022-23 is $150 per day (see attached sub salary schedule)
+  The pro-rated hourly rate (1/6 of the long~term sub rate) is $25.00
«  Davis teachers who sub for another teacher at their school have two options:

+  When the automated sub-finder system is not successful in filling an absence, or when prior
principal approval is obtained, teachers within a school who fill in for absent teachers may be
granted additional personal leave on an hour-by-hour basis instead of being paid.

+  When they sub, teachers should notify their office manager whether they would like to
accrue personal leave or be paid for their sub hours

ELEMENTARY SCHOOLS:

+  When a teacher loses their prep-time because 3 prep~time absence is not filled, they can be entered as
a sub for the absent prep-time teacher and be PAID. (Our system does not currently allow personal
leave accrual when a teacher subs for a prep-time teacher. However, we are looking into this as a
possibility. We will notify you if anything changes.)

Job Share Teachers: If 3 job share teacher subs in their own class, they can be paid their reqular

hourly rate.
+ Job share teachers may also opt to accrue personal leave when they sub in their own class.

Remember, teachers should communicate their wishes to their office manager
before they are paid or accrue Personal Leave.

Enter the teacher as the
Sub

sub. i EmpID Finder SubName
Enter the sub hours. { '

Make sure to check the
“Add to PLA” box if the
teacher wants Personal
Leave instead of being paid.

No NCL will be required the
These will all be non-contrac
Secondary Sec
(192 and 2(Q
Monday, Tuesday, and Wednesdz
contract days on
They will want to use NC




Utah House Bill 215

. =

When a teacher misses conferences, they
need to take leave on the Teacher Comp RIS ¥oTolo R {7 Salary
Day (Monday, April 3rd):
o Missed 1 night = 4 Hours i $’l,800 for beneﬁ'ts & 13
e Missed 2 nights = 8 Hours l
Long-term Substitutes: If the long-term sub
does conferences for the teacher, enter their
hours worked on April 3rd (with comments). [
Note: Educators who punch once a day will see ‘e
April 3rd as a contract day on their time sheet. |
If they did conferences, or made up those hours, §
they don’t need to do anything. If not they will
need to use leave on April 3rd.

o Retirement bene
FICA taxes is

This increase i

Home Hospital Visits
Teachers doing Home Hospital visits should use the
Time System to record their hours:
e Home Hospital Visits
e TCLK—Home Hospital Vists .~

* They should still complete the “Home Hospital
Student Accounting Form?, found here:

Homebound/Hospital Instruction - Davis School District

vou will take.
nes you will make.,
duestions all day lovg.
sure nothing goes wrong.
oraanizatiov is beyond compare;
nowing exactly what goes where.
Mour simile reaches far and near,
And tells all they are welcome here.
Thanks so much for all you do.
our schools would be lost without you!

The pay rate for Home Hospital is Level J on the
Qucal:o\r Salary Schedule: $40.76 per hour

Ned, 'O (i ‘ .
° ° % A i -
. KA - &7 Ca|l Me the N
Scot+ Holly Amy Angela Cindy Debi Zﬁé’)
(25325) (25327) (25176) (25348) (25324) (25205) | haos |
: ‘ N Payroll Phone: CO()I‘dlnaF(fI‘ Z
Catny @ Tami 801-402-5282 ' Y
(25326) b §" ¥ (25232) Email:
00 payrolloffice@dsdmail.net



https://www.davis.k12.ut.us/departments/student-family-resources/homeboundhospital-instruction

