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Business Services 

EXTERNAL PAYROLL AND FINANCE UPDATES 

DBUG MEETING:  Aug 22, 2024 

New/Updated Forms 
Access SCOE forms and documents at this link 

❖ Routing of work document – External Payroll & Finance
o Link here

Signature Authorization Form Due Now 
New form needed each year to ensure we have the correct individuals listed to be 
able to pickup Accounts Payable and Payroll checks from SCOE  
FORM HERE 

Payroll 
Assignment changes after payroll submission 

❖ Do not enter assignment or position changes after payroll has been submitted to
SCOE for processing.

❖ SCOE is in charge of processing garnishments for all LEAs and will sometimes
need to re-open payroll to process these.

❖ If an assignment or position is changed or entered after payroll is submitted then
it might cause payroll to be out of balance from what was originally submitted by
your LEA.

❖ It is recommended to hold off entering these until the day after payroll is due in
order to avoid the changes from taking effect too early.

Direct Deposits – Patelco 
❖ Employees can resume their direct deposits with Patelco. It is recommended to

receive something in writing to re-open an employee’s Patelco ACH in Frontline.

Payroll Rates 2024-25 – Link here 
Archived rates are on the SCOE website 

Sales and Use Tax – Adult Lunches 
Reminder – Sales tax must be included in the total amount charged a buyer for 
adult lunches  

❖ Deposit the sales tax amount to object 9580 and the sales amount to revenue
object 8634 for adult lunches

❖ How to calculate the sales tax portion of the total sales amount:
o Taxable amount = Total Sale divided by (1 +Applicable Tax Rate)
o Tax = Total – Taxable Amount

Example: Lunch sold for $5.00 (Tax rate 8.75%)
▪ Taxable amount = $5.00 / 1.0875 = $4.60
▪ Tax = $5.00 - $4.60 = $.40

https://www.scoe.org/pub/htdocs/fiscal-forms.html
https://docs.google.com/spreadsheets/d/12Hl4xHz3tP-SiYztBc39eBW_2ue480MnpG80UZri07U/edit?gid=0#gid=0
https://www.scoe.org/files/SIGNATURE_AUTHORIZATION_FORM__fillable_7.5.22.pdf
https://www.scoe.org/files/Payroll_Rates_20240701.pdf
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o Sales tax amount of $.40 cents would be coded to object 9580
o Sales amount of $4.60 would be coded to revenue object 8634

US Department of Treasury Checks Reminder  
Checks received from United States Treasury, please forward to Christy 
Arend/Jing Liu (Districts only – Charter schools are in charge of their own tax reporting) 

❖ These checks are for federal tax adjustments that need to be reconciled by
SCOE before they are deposited

o The checks will look like the snapshot below. (It will reference form 941,
and the date of the quarterly tax return)

Retirement  
CalPERS Out of Class Reporting 

❖ Government code section 20480 requires school employers to track all hours an
employee works in out-of-class appointments

o Out-of-class is defined as an appointment to an upgraded position or
higher classification by an employer or governing board or body in a
vacant position for a limited duration

o Required to report even if the amount is zero
❖ Out-of-Class Reporting Student Guide

o https://www.calpers.ca.gov/docs/out-of-class-reporting-guide.pdf

Working After Retirement 
❖ CalPERS

o 960 hours in a fiscal year
o Cannot be hired into a permanent position
o Working after retirement guide

https://www.calpers.ca.gov/docs/out-of-class-faqs.pdf
https://www.calpers.ca.gov/docs/out-of-class-reporting-guide.pdf
https://www.calpers.ca.gov/docs/forms-publications/employment-after-retirement.pdf
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❖ CalSTRS
o Wage limit $74,733.00 for 2024-25 – Temporary increase to

postretirement earnings limit
▪ Senate Bill 765 temporarily changes this

o Not allowed to work in a classified position unless a specific aide position
(Ed Code 45134)

CalPERS and CalSTRS Reminders attached

 Dates to Remember 

✓ Regular Payroll due August 23rd

✓ Cash Deposits and Interfund cash transfers due August 23rd

✓ HR Roundtable meeting – August 29th – 9 – 11AM TLC
✓ SCOE Closed – Labor Day September 2nd

✓ Supplemental Payroll Due September 5th

https://www.calstrs.com/law-temporarily-changes-rules-for-calstrs-retirees-returning-to-work#:~:text=from%2Dservice%20requirement.-,CalSTRS%20retired%20members%20who%20return%20to%20work%20in%20the%20California,for%202024%E2%80%9325%20is%20%2474%2C733.


�,CalPERS 
California Public Employees' Retirement System 
P.O. Box 942715, Sacramento, CA 94229-2715 

August 01, 2024 

 

888 CalPERS (or 888-225-7377) 

TTY: (877) 249-7442 Fax: (800) 959-6545 

www.calpers.ca.gov 

California Public Employees' Retirement System 

CalPERS ID: 6340209044 

Subject: Second Notice to Report Out-of-Class Appointments 

Dear , 

This is a reminder notice to report out-of-class appointments in mylCalPERS pursuant to Government 

(Gov.) Code section 20480. Gov. Code section 20480 requires contracting agencies and school 

employers to report the hours worked for employees serving in an out-of-class appointment to the system 

no later than 30 days following the end of each fiscal year. 

To date, CalPERS has not received this required information for your agency's out-of-class appointments. 

Failure to comply may result in penalties and/or administrative fees. You may also be subject to an audit 

of your records by Cal PERS' Office of Audit Services. 

We are here to assist you. If you have any questions, please visit our website at www.calpers.ca.gov or 

call us toll free at 888 CalPERS (or 888-225-7377). 

Sincerely, 

Employer Account Management Division 

myCalPERS 2626 
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Government (Gov.) Code Section 20480:  

Out-of-Class Reporting Frequently Asked Questions 

Q1: Under Gov. Code section 20480, what are employers required to track and report to CalPERS? 

A1:  Gov. Code section 20480 requires contracting public agency and school employers to track all 

hours an employee works in out-of-class appointments. Out-of-class for this section of the law 

is defined as an appointment to an upgraded position or higher classification by an employer or 

governing board or body in a vacant position for a limited duration. 

For purposes of this section, a “vacant position” refers to a position that is vacant during an 

active recruitment for a permanent appointment. A vacant position does not refer to a position 

that is temporarily available due to another employee's leave of absence or as part of a 

temporary project. If either of these requirements are not met (vacant and recruiting), the 

position does not qualify as an appointment to track and report to CalPERS under the law. 

Q2: Under Gov. Code section 20480, what constitutes the total hours worked for an employee 

serving in an out-of-class appointment? Do the total hours include holiday, vacation, sick 

leave, or overtime hours worked? 

A2: A contracting agency employer or school employer must track all payable hours worked by an 

employee serving in an out-of-class appointment and report that time to CalPERS no later than 

30 days following the end of each fiscal year. Since the hours worked are associated with 

services performed, the amount reported includes all hours the employer has compensated the 

employee. As defined by Gov. Code 20630, this would include: 

1. Holidays 

2. Sick leave 

3. Industrial disability leave 

4. Compensatory time off 

5. Leave of absence 

In addition, total hours reported includes compensatory time worked as overtime hours. For 

overtime hours, only count actual hours worked; do not calculate the hours using a value of 

time and a half or greater. 

Q3: Under Gov. Code section 20480, are we required to track total hours for an employee who 

receives a temporary promotion (i.e., limited term)? 

A3: The employer must track the total hours worked if the position was vacant during an active 

recruitment period. If the employee received a temporary promotion into a position that 

wasn’t actively being recruited for, the appointment would not qualify as a position for which 

the employer must track and report hours to CalPERS. 
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Q4: Does Gov. Code section 20480 define an active recruitment? 

A4: Gov. Code section 20480 does not define an active recruitment. For this section, each employer 

shall defer to their organization’s official policy or procedure for when a recruitment would be 

initiated. Once the organization’s requirements for a recruitment begins, the employer shall 

begin tracking hours for the out-of-class appointment. 

Q5: Does Gov. Code section 20480 impact the language employers’ bargain for within their 

Memorandum of Understanding (MOU) or labor agreement as it relates to acting or out-of-

class pay? 

A5: Gov. Code section 20480 is specific to tracking and reporting hours an employee works in an 

acting or out-of-class position. It does not impact how employers pay their employees, nor how 

the compensation is reported to CalPERS for retirement benefits. 

Q6: What is an out-of-class appointment? 

A6: In principle, an out-of-class appointment occurs when an employee is approved by an 

employer’s appointing authority to temporarily work in a higher classification, due to a business 

need or vacancy. The employee must be eligible to work in the higher classification and 

perform all duties of that position for more than a defined number of days pursuant to an 

employer’s personnel policy, MOU, or labor agreement. Once the required circumstances are 

met, the employee is awarded compensation as defined within an employer’s personnel policy, 

MOU, or labor agreement. 

Q7: What’s the difference between reporting Temporary Upgrade Pay (TUP) to CalPERS versus 

tracking hours for a temporarily upgraded position (i.e., out-of-class)? 

A7: Pursuant to California Code of Regulation 571, TUP is listed as an item of special compensation 

that may be reported to CalPERS for classic members who are required by their employer or 

governing board/body to work in an upgraded position/classification of limited duration. 

 Employers may pay TUP to an employee working in an out-of-class position due to a business 

need or vacancy for which a recruitment may or may not be initiated. They can pay both classic 

and PEPRA members TUP, however it is only reportable to CalPERS for classic members. 

 Gov. Code section 20480 specifies that employers shall track the hours an employee works in 

an out-of-class appointment and report that time to CalPERS no later than 30 days following the 

end of each fiscal year. This requirement is for both classic and PEPRA members. In addition, to 

qualify as a reportable appointment, the out-of-class appointment must be for a position that is 

vacant during an active recruitment.  
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Q8: When are employers required to report out-of-class appointments that meet the specific 

requirements outlined in Gov. Code 20480? 

A8: Employers shall track the hours an employee works while serving in an out-of-class 

appointment and report that time to CalPERS no later than 30 days following the end of each 

fiscal year. CalPERS fiscal year starts on July 1 and ends June 30. This information is due to 

CalPERS by July 30 each year. 

Q9: Are we required to notify CalPERS if we don’t have any employees who have worked in an 

out-of-class assignment? 

A9: Contracting agencies and school employers are required to notify CalPERS within 30 days 

following the end of a fiscal year whether they have an out-of-class appointment to report or 

not. myCalPERS provides a process for employers to self-verify whether they do or do not have 

hours to report. 

Q10: Will myCalPERS allow employers to track and report out-of-class hours worked, via the 

regular payroll reporting process, similar to the process of tracking hours worked for retired 

annuitants? 

A10: Gov. Code section 20480 is specific to tracking total hours worked for a qualifying  

out-of-class appointment. Since there isn’t a pensionable compensation component, the 

records cannot be tied to regular payroll reporting. 

Q11 Will employers need to submit documentation for out-of-class assignments who have worked 

less than 960 hours? 

A11 Employers only need to submit documentation for employees who have worked more than 960 

hours in an out-of-class assignment. 

Q12: For larger agencies, it may take additional time to manually enter each out-of-class record 

into myCalPERS. Does myCalPERS provide a file upload process to verify and report records? 

A12: Employers have the option to report records for out-of-class appointments by uploading a .CSV 

file into myCalPERS. For information regarding the file specifications and  

out-of-class data element definitions, refer to the Reporting Out-of-Class Hours Worked section 

of the CalPERS Employers Technical Resources page. 

Q13: Are agencies who report on behalf of other districts (i.e., County Office of Education (COE)) 

required to create one report for each district or can they report all records within a single 

fiscal year report? 

A13: Employers responsible as a parent organization for other divisions under a shared PERS 

retirement contract (i.e., COE/District or County Agency/Superior Court) have the option to 

https://www.calpers.ca.gov/docs/out-of-class-data-element-definitions.pdf
https://www.calpers.ca.gov/page/employers/mycalpers-technical-requirements/technical-resources
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allow their division to report out-of-class records independently. They may also choose to 

include the division’s out-of-class records within their own fiscal year report. 

 myCalPERS does not allow organizations to create unique out-of-class reports for each division 

under the context of the parent organization’s myCalPERS account. Employers who elect to 

submit their records through file submission can upload more than one .CSV file  

(i.e. by bargaining unit or division). Records provided within each file will be added to the 

reporting employer’s fiscal year out-of-class report. 

Q14 What happens if an out-of-class appointment exceeds 960 hours in a fiscal year? 

A14: Employers who exceed the 960-hour provision must pay three times the amount of the 

difference between the compensation paid for the out-of-class appointment and the 

compensation that otherwise may have been paid and reported to CalPERS for the employee’s 

permanent position, in accordance with a publicly available salary schedule. The penalty applies 

for the entire period the employee works in an out-of-class appointment. In addition, the 

employer will be responsible for a $200 administrative penalty. 

Penalties paid to CalPERS are not normal contributions or additional contributions typically 

credited to an employee’s individual CalPERS retirement account. The employee bears no 

liability, obligation, or expense because of the unlawful actions of the employer. 

Q15: An employee may serve in multiple out-of-class assignments throughout the fiscal year. Are 

we required to track all hours worked across the different assignments and report the hours 

accumulatively, or can we report separate appointments for each assignment? 

A15: Gov. Code section 20480 is specific to a vacant position in recruitment. Each assignment is 

treated separately when tracking total hours worked. If an employee were assigned to multiple 

qualifying positions throughout the fiscal year, employers would report the total hours worked 

for each position as a separate record. 

 The out-of-class penalty will only be assessed once a specific position exceeds 960 hours 

worked. The penalty is not assessed on the accumulative total of hours worked across multiple 

out-of-class positions in a fiscal year. 

Q16: What is the difference between active appointment pay rate is versus the out-of-class pay 

rate? 

A16: When reporting an out-of-class record, the active appointment pay rate represents the pay rate 

assigned to the initial position the employee held prior to working in the acting/out-of-class 

assignment. This pay rate should be the same rate reported to CalPERS prior to the out-of-class 

period as well as for a position pursuant to an employer’s publicly available salary schedule. 

 The out-of-class appointment pay rate should mirror the same pay rate reported to CalPERS as 

part of normal payroll reporting for the earned periods that fall within the out-of-class 
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reporting period. If the employee received TUP during the reporting period, the out-of-class pay 

rate should mirror the active appointment pay rate. The only time the pay rate would be 

different is if the employer promoted the employee to a higher classification through a 

personnel action. The pay rate should then match the higher classification salary range 

pursuant to an employer’s publicly available salary schedule. 

Q17: Do we include other items of special compensation within the total earnings fields found 

within the out-of-class record (i.e. Longevity or Off Salary Schedule Pay)? 

A17: The value reported within the total earnings fields should only be for base earnings calculated 

for all payable hours within the out-of-class reporting period, excluding overtime, and should 

not include any other type of special compensation. 

Q18: How is the penalty calculated once the position exceeds 960 hours in a fiscal year? 

A18: The penalty is calculated on the difference of member/employer contributions that would 

otherwise be paid to CalPERS if the employee stayed in their original position, compared to the 

member/employer contributions that may have been paid while working in an out-of-class 

position to CalPERS. 

 Scenario 1:  

 An employer’s labor agreement provides specific language regarding the compensation of TUP 

for employees who work in an acting or out-of-class appointment. The employee is a PEPRA 

member who worked eight months (1,386 hours) and was paid TUP (10% of earnings) even 

though the employer did not report TUP to CalPERS: 

 Position prior to working out-of-class (Assistant City Manager) 

  Pay rate pursuant to a salary schedule: $8,000 per month 

  Total base earnings if employee had remained in original position: $64,000 

  7% Member contribution for base earnings: $4,480 

  28% Employer contribution for base earnings: $17,920 

  Total contributions: $22,400 

 Out-of-class position (City Manager) 

  Pay rate pursuant to a salary schedule: $8,000 per month  

  Total base earnings reported to CalPERS for out-of-class position: $64,000 

  TUP received by employee but not reported to CalPERS: $6,400 

Total out-of-class hours reported: 1,386 

  Total compensation paid to employee: $70,400 

  7% Member contribution if all compensation were reported to CalPERS: $4,928 

  28% Employer contribution if all compensation were reported to CalPERS: $19,712 

  Total contributions: $24,640 

 Penalty: ($24,640) – ($22,400) X 3 = $6,720 
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Scenario 2:  

 An employer’s labor agreement provides specific language regarding the compensation of TUP 

for employees who work in an acting or out-of-class appointment. The employee is a classic 

member who worked eight months (1,200 hours) and was paid TUP (10% of base pay). Since 

the employee is a classic member, TUP was reported to CalPERS. The employee also worked an 

additional 50 hours of overtime during the out-of-class reporting period: 

 Active position employee was hired into prior to working out-of-class (Associate Secretary) 

  Pay rate pursuant to a salary schedule: $32.50 per hour 

  Total base earnings if employee had remained in original position: $39,000 

(1200 hours X 32.50 = $39,000) 

  7% Member contribution for base earnings: $2,730 

  28% Employer contribution for base earnings: $10,920 

  Total contributions: $13,650 

 Out-of-class position (Associate Secretary II) 

  Pay rate pursuant to a salary schedule: $32.50 per hour 
 Note: Matches pay rate reported to CalPERS during the reporting period. 

  Total base earnings reported to CalPERS during the out-of-class appointment: $39,000 

(1200 hours X $32.50 = $39,000) 

Total TUP reported to CalPERS: $3,900 

  Overtime compensation not reported to CalPERS: $1,625 

(50 hours X $32.50 = $1,625) 

Note: Do not include overtime earnings as part of out-of-class earnings 

  Total out-of-class hours reported: 1250 

7% Member contribution for compensation reported to CalPERS: $3,003 

($42,900 X 0.07) 

  28% Employer contribution if all compensation were reported to CalPERS: $12,012 

($42,900 X 0.28) 

  Total contributions: $15,015 

 Penalty: Even though there’s a difference of $1,365 in contributions, the employer would not 

be assessed an out-of-class penalty. Contributions were reported for all CalPERS qualified hours 

worked. Upon review, CalPERS may override any system generated penalties calculated at the 

time of reporting. 

Q19: When is the out-of-class penalty assessed and how do we make a payment for the penalty? 

A19: A penalty will be assessed on all appointments that exceed 960 hours within a fiscal year per 

each out-of-class assignment. In addition, the employer will incur a $200 administrative penalty 

for the fiscal year. The $200 administrative penalty is applied against the reporting period, not 

for each violation. 
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 Two separate receivables will be generated in June following the reporting period. The first 

accounts for all out-of-class violation penalties. The second is the $200 administrative penalty. 

Employers are encouraged to pay these receivables timely using the same electronic funds 

transfer (EFT) payment process used for paying their defined benefit contributions. 

Q20: Where will the receivables be generated if we report on behalf of other school districts? 

A20: Out-of-class receivables are generated to the employer’s account that submitted the report. 

For example, if a COE submits a report via their myCalPERS account on behalf of their districts 

and themselves, if violations are found within the report the two receivables are generated to 

the COE’s account. 

 If a school district self-reports their out-of-class hours worked through their own myCalPERS 

account, if violations are found within the report the two receivables are generated to their 

account. 

Q21: Are out-of-class receivables subject to the Electronic Funds Transfer (EFT) mandate? 

A21: Since the out-of-class penalty and administration penalty are not part of PERS retirement 

compensation reportable, the EFT mandate does not apply. CalPERS’ financial office still 

recommends all employers pay their receivable by EFT to ensure timely and accurate posting of 

payments and to avoid any potential interest penalties that may apply. 



Required CalPers Paperwork 
(Forms can be found in Frontline, SCOE Resources, Forms) 

New Employees 
1. Pers enrollment form
2. Snapshot of Pers screen – Log into Pers and look up by SS#
3. Reciprocal Self-Certification form (Required by Calpers)

*Employees hired in a minimum .50 FTE position qualify for Pers – If the new employee is an
existing member of Pers, they automatically qualify (even if position is less than .50 FTE)

Returning Employees and Retirees 
1. Pers enrollment form

*Look up all returning employees in MyCalPers – Even if the returning employee is in a non-
qualifying position.  They could be an existing member or a retiree.  Returning Pers retirees must
have an active appointment in Pers within 30 days of hire and their earnings need to be
reported (within 30 days) to avoid a $200.00 late fee for both.

Existing Employees w/Status Change – Need Pers enrollment/change form: 
1. Separating – Effective date should be the day after last day on payroll
2. Retiring – Include unused sick leave hours
3. LOA – Include begin and end date and the reason (medical, unpaid)
4. Name change – Include form of verification and date
5. Address change

Retirement System Election (Employee electing different retirement system) 
1. ES-372 form to be completed by the employee/district within 60 days
2. Email to retirement analyst for approval
3. Completed form will be sent to CalPers/CalStrs for final approval
4. Retirement system will notify employee if election is approved

Employees who do not qualify for CalPers membership 
1. Notice of Exclusion form should be kept on file at district office

Questions?   
Contact Maria Aguayo, 524-2655 or maguayo@scoe.org 



CalPERS  

Rules to Remember 

1.  CalPers Membership 

a. Employees hired in a classified position with a minimum FTE of .50 are required 

to be enrolled in CalPers 

b. Membership is not optional – it is mandatory 

c. PEPRA (New) members of CalPers contribute 8% of their earnings 

d. Classic (Pre-2013) members of CalPers contribute 7% of their earnings 

2. Once a Member, Always a Member 

a. When an employee qualifies for Calpers membership, they are considered a 

member until they terminate (and refund) or retire 

b. If an existing member is hired in a position which is less than .50 FTE, they are 

still considered a member of CalPers while working in that position 

c. If, after becoming a member, an employee’s FTE is reduced to less than .50, they 

would remain a member of CalPers 

3. Retirement Follows the Position, Not the Person 

a. Employees in a classified position should be set up as CalPers 

b. Employees in a certificated position should be set up as CalStrs 

c. In some cases, an employee can “elect” to remain in their existing retirement 

system regardless of the position (ES-372) 

4. Retiree Restrictions 

a. Retirees have a required 180 day wait period prior to returning to work 

b.  It is unlawful to hire a retiree in a full-time, permanent position 

c. Retirees can only be hired in “extra-help” positions for a limited term 

d. No additional earnings or benefits is allowed.  No vacation pay, sick leave, or any 

other special compensation, etc. 

e. Retirees can only work 960 hours in a fiscal year 

f. Failure to follow these rules could subject the retiree to reinstatement from 

retirement 

5. 90 Days to Enroll 

a. Qualifying employees need to be made a member of Pers within 90 days of hire 

b. District is responsible for providing the required Calpers paperwork  

c. Failure to enroll employee into Calpers membership within 90 days of hire 

results in a $500.00 late fee to the district.  Also, the districts is responsible for 

the employee contributions for that time frame 

 



CalPERS screen example  

Important to check the prior school membership date and the normal retirement age section 

Always set up retirement section of employee management with the correct retirement formula 

2% at 55 = Plan option - O - Pre-2013 OR 2% at 62 = Plan option - N - NEW (Example below is 2% at 62) 
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CalSTRS Earnings Limits: 

o The 2024-25 Earnings limit: $74,733

o The 2024 Calendar year limit for Disability Retirement is: $38,400

CalSTRS New Employee 

1. Check the STRS SEW website and verify employee’s DB (Defined Benefit) status in
REAP

• Member

• Non-Member

• SR-Retired

• Refunded – treat as a non-member, unless they are in a qualifying position,
then make them a member

• DR or DA – Disability Retired – report as a retiree but with a stricter earnings
limit

2. If already a member of STRS, verify the retirement formula (2%@60 or 2%@62)

3. If not a member, check to see if employee has signed a permissive election form
(ES0350) on file. If not, make sure to have them fill one out. This form is used anytime
an employee is performing creditable service but is excluded from mandatory
membership

• Form can be found: https://www.scoe.org/files/Permissive_Membership.pdf

4. REAP screen – Print REAP screen for reference and to include in the new hire forms to
STRS

5. Permissive Election Form (ES0350)
✓ Form used to make election to become a CalSTRS Defined Benefit Program

member
✓ Election can be made at any time while employed to perform creditable service
✓ Employers must provide this form to eligible employees within 30 days of hire
✓ Election is applied for all subsequent service
✓ The form must be received by CalSTRS within 60 days from the date of the

employee’s signature
❖ Send original form to Alli Britton (Abritton@scoe.org)

6. Escape Setup
o Go to HR/Payroll→Employment→Employee Management
o Setup the retirement tab accordingly

✓ Plan Option: O (Pre 2013) when membership status on
SEW/REAP is 2%@60

✓ Plan Option: N(New) when membership status on SEW/REAP is
2%@62

7. Employee99 Report

mailto:Abritton@scoe.org
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• Print and send an Emp99 report to Alli Britton for all new certificated
employees, whether they are in STRS or not

✓ Include all full-time employees, substitutes and retirees

8. Membership Qualifications:

• An employee hired in a full-time position becomes a member on the 1
st

 day 
of employment

✓ Do not combine multiple positions to determine full-time status

• An employee hired to work 50% or more of a full-time contract, becomes a

DB member on the 1
st

 day of employment (new as of 1/1/2020)

• Substitute who works 100 or more complete days in one district becomes a

DB member on the 1
st

 day of the following pay period
✓ Run Retirement01 Report each payroll to track this

• Part-time employee who works 60 hours or 10 days in a single pay period

and district, becomes a DB member on the 1
st

 day following pay period

CalSTRS Helpful Chart: 

Retirement System Election Form ES0372 

o Use when an employee is a member of one retirement system and is performing service that
mandates membership in another retirement system

o An employee can choose to remain in their current retirement system with this form

o Ed Code Section 22509 requires this form to be given to the employee within 10 days of hire,
along with the information regarding their election rights plus written information about the
retirement systems to assist them in making an election



Questions? 
Contact Alli Britton, 524-2651 or Abritton@scoe.org 

STRS Reminders  

Check the SEW Website REAP section for every person hired, including re-hires. 

https://sew.calstrs.com/CalSTRSSewWebUI/Root/Pages/Login.aspx 

Pay attention to the top box as it will indicate the employee’s current status in CalSTRS.  

DB Status SR = Retired 

 
2% at 60 = Pre-2013 
2% at 62 = New 
 
People with an existing CalSTRS record – please add the CalSTRS ID in Employee 
Management under the retirement tab  
 
Brand new employees will be added when their membership is created in CalSTRS by 
Alli Britton. Notify Alli Britton of all certificated hires.  
 

Never use the manual CalSTRS or CalPERS deductions in adjust payroll without 

direction from the helpdesk and retirement technicians. If you need to collect from a 

CalSTRS or CalPERS correction, use a positive REPAY deduction to do so. Alli and 

Maria will have already used the CalPERS and CalSTRS deductions to set up the 

receivable for these. 

mailto:Abritton@scoe.org
https://sew.calstrs.com/CalSTRSSewWebUI/Root/Pages/Login.aspx

	Aug 2024 DBUG Meeting External Payroll and Finance Final.pdf
	Aug 2024 DBUG Meeting External Payroll and Finance.pdf
	Out of Class Appointments - remove name
	out-of-class-faqs CalPERS
	CalPERS Required Paperwork 2024
	Pers Rules to Remember
	STRS Rules to remember Aug 2024
	STRS Reminders August 2024

	CalPERS screen example

