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Great News!

TIME SHEETS CAN BE APPROVED NOW!

*
*

.
.
.

FRIENDLY REMINDERS

* Payments that come from this year’s
budget must be paid in June!

=+ Monday May 31st was Memorial Day. Do
* a quick double check to make sure no
absences and subs have been entered
that day.

LEAVE REQUESTS

Please make sure ALL LEAVE
for June has been requested and approved
by June 30th before we roll into the new

fiscal year on July 1st.

TERMINATIONS &

RETIREMENTS
Make sure ALL employees who have re-
signed or retired have a TERMINATION/
RETIREMENT P.A. in process. If they do not
they likely did not complete the Exit Pro-

cess. If they are unable to be reached to
complete the Exit Process, their supervisor
5 can do the Exit process for them.



/ i As most of you probably know, your Facility Managers will no longer be “banking” unused custodi I\
: hours to use at a later time, specifically in the summer. Instead they have been given an additional \
/ position for the summer. Elementary schools were given 1 (one) 5.9 hour per day position and the
I junior high schools were given 2 (two) 5.9 hour per day positions. They have 2 options for using \
these hours. |

I 1. They can hire someone into the position(s) for the summer.

I 2. They can divide the extra hours up among their current custodial staff. If they choose to do this, l
they will need to do the following: |

¢ Recording the Hours: Part-timers should NOT clock in and out for these hours (or include |
| them in their regular hours worked for those not on the time system yet).

i ¢ For those on the time system they should keep a paper time card with the extra |

Q%] hours. Since they won’t be using the time card for their regular hours, they can |
I BN A y; list the extra hours each day on the top part of the time card instead of putting
. ‘(5&@(9" ll‘: the hours under extra duty. |
A
I 4 .(‘\-)\\‘ + For those not on the time system yet, they should keep a separate time card for j

I their “Summer Hours” and should list that on the time card to keep them sepa-
rate from their regular hours. |

I ¢ Paying the Hours: Since the position will be “vacant”, it will appear at the end of your
I employee list in the Daily Leave Entry screen and you should be able to attach “subs” to |

the position the way you did before going on the leave system. l
\ ¢ Enter part-time or “Other” leave (if that is all that is available) for 5.9 hours each
\ day with “Summer Hours” in the comments. Then you can attached the part-time /
. custodians as subs to pay them. /.
N . **Please forward this information to your Head Facilities Manager e
o 7 ‘
Q= / | 4

For those of you about to join
the TIME CLOCK adventure on
the 16th of June, you should
all be practicing on the Test
Database (link on the Payroll
Dept. webpage) and eating
popcorn as you devour the
Time Clock videos that we
have provided to help you be

&eady for this new change./




