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W-2’s for 2018 are now available on payroll management

PRODUCTIVITY

PRODUCTIVITY pay for second semester will begin on the
February paycheck and continue through the June paycheck.
Please make sure your Productivity teachers know that
Productivity pay will not be on their “Summer Checks” — July
and August.

*Elementary Secretaries: Very few Elementary teachers are
on Productivity, so if you don’t know what it is, you probably
don’t need to worry about it.

DEADLINE REMINDERS

Please pass this information on to your faculty/staff:

PAYROLL CHANGES: The deadline to submit changes for the
current month’s check is the 15th. Any changes made after
the 15th will take effect on the following month’s check.

e RETIREMENT DEADLINE FOR TEACHERS: All Table 1 employ-
ees (teachers, counselors, psychologists, etc.) planning to re-
tire at the end of the school year must have their “Letter of
Intent to Retire” turned in to HR by March 1st in order to
qualify for the District Early Retirement benefits.

¢ This is NOT the “Letter of Intent” that is turned in to the
Principal.

e Classified employees and Administrators need to submit
their “Letter of Intent to Retire” to HR at least 30 days prior to
their retirement date.

* There is a “Retirement Checklist” available on the Payroll
Website. Click here for the link.

FLEXIBLE SPENDING REMINDERS

Any remaining 2018 Flexible Spending contributions need to
be incurred prior to the end of the “Grace Period” on March
15th, 2019. All receipts for the 2018 tax year (including the
grace period) need to be received by National Benefits Ser-
vices (NBS) no later than the last business day in March, which
is March 29th. No exceptions!
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Important Dates to Remember

February 11th Remote pay will open

February 14th Valentines Day

February 15th Last Day of February Payroll
February 18th Presidents’ Day
February 21st Payroll Closes @ Midnight

¢ February 28th PAYDAY!
Click here to download PAYROLL CALENDAR
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LEAVE ENTRY ISSUE

If you have an employee that terminates but you are
using a sub to fill the position until someone is hired,
ONLY ENTER LEAVE AS OTHER. Please do not enter any
sick/personal leave or LWOP for someone after their

termination date. This takes away leave that they may
need to be paid out for. Thanks!

PART TIME COOK PAY

Please be aware as school secretaries that Nutrition
Services enters part time hours for manager trainings.
If you see hours entered in remote pay, please do not

l override these hours. Enter the hours worked at your
school on an additional line.

STAFF CHANGES AND HIRES

i Kelli Rapp moved from Washington to Boulton Elemen-
tary. Sherry Liegert will be coming out of retirement {;ll

and finishing out the year at Washington Elementary, ,'—':‘fv"-"-‘
which will be closing this year. Caron Barnes moved b ! %
from Fairfield to Shoreline Junior High. Cynthia Webb is :

the new head secretary at Fairfield Junior High. Karrie
Nyre is the new head secretary at Syracuse Elemen-
tary. Laurie Fisher is moving out if state and leaving
Sunset Elementary.
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