General Information

Pay Information 

· 10 Month Employees

You are paid on 20 blocks of 10.75 days per pay period. All ten (10) month employees who start to work on the 1st day of school will have the option to be on installments, which is to receive payments for 24 payments instead of 10. Please be reminded that if you choose 10 payments and you have employee/child or employee/family insurance you will have the option to fill out an election form to have additional insurance to come out of your pay to cover June and July.

Direct Deposit

We encourage everyone to sign up for Direct Deposit.  Forms may also be picked up at your school.  It is to your advantage when there is inclement weather or when payday falls on a Monday.  Please sign up!!!

Payroll Deductions

Colonial Insurance (Cafeteria Plan) – Payments are deducted from August to May (10 months).  The plan year runs from October to September. Our representative from Pierce group will meet with you during the months of August and September.

Credit Unions – Payments are deducted for 10 or 12 months. If you have payments set up for 12 months it will be your responsibility to make your payments to the credit union during the months you do not receive a check. Our payment information is sent to us on a semi-monthly basis from the credit union.

Other Deductions (Insurances, Annuities, Child Support, etc.) – Payments are deducted for 10 to 12 months depending upon how many checks you receive.

Leave

Full-Time Employees

Sick Leave – You will earn 1 day of sick leave each month.

Annual Leave – You will earn annual leave according to your years of service.

Years of State Service

Days of Leave Earned Per Year of Employment

Less than 5 years





14
5 but less than 10 years




17

10 but less than 15 years




20

15 but less than 20 years




23

20 years or more





26

Personal Leave – teachers and media specialists only earn this leave, which is .20 per month or 2.00 days per year.  You can only accumulate 5 days maximum.  For the 2011-12 school year you will be granted 1 day of personal leave without a $50 charge.

Extended Sick Leave – This leave is only granted to teachers.  You may request up to 20 days.  A doctor’s verification must be included with your request.  Extended sick leave does not carry forward to the next school year.  There is a $50.00 per day deduction when this leave is used.

Longevity Rates

Teachers and Other Personnel

10 but less than 15 years


1.50 percent

15 but less than 20 years


2.25 percent

20 but less than 25 years


3.25 percent

25 years or more



4.50 percent

If you have questions concerning your pay, please see your payroll clerk or principal at your school first before calling our office.  In most cases, they should be able to answer your questions.

Retirement Information

There is a 6% deduction from your pay if you are a 6 or more hour employee.  There is a matching percentage made on your behalf each month toward your retirement.  The matching percentage for the 2011-2012 school year is 13.12%.

Overnight Conferences and Workshops

Reimbursement Rates – In State


Reimbursement Rates – Out of State

Breakfast
$ 8.00




Breakfast
$ 8.00
Lunch

$ 10.45



Lunch

$ 10.45
Dinner

$ 17.90



Dinner

$ 20.30
Lodging
$ 63.90



Lodging
$ 75.60
Travel

$ 0.555 per mile

            Travel

$ 0.555 per mile

Reimbursements for workshops and other school related business must be submitted on the standard reimbursement form.  All out of county and local travel requests for reimbursement must be received by finance within 30 days after the travel period.  All appropriate fields must be completed to include budget codes and your immediate supervisor’s signature.  A program or agenda for all expenditures must be included.  Meal tickets are excluded.

We hope this information will be useful to you.  If you have questions concerning any of this information, please contact your principal first before calling our office.  In most cases they will be able to answer your questions.

