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service to ensure reliable, accurate and timely compensation. We take pride in our
continuous focus on the ever-changing needs of our customers to improve processes and

accountability while fostering trust among the people we serve.”
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Payroll Concepts Manual

Foreword

The Payroll Concepts Manual is a reference guide for administrators, office technicians,
school administrative assistants, time reporters, and all District employees. The manual
is a compilation of payroll information, documents, forms, sections of personnel policies
and Collective Bargaining Unit Agreements.

The manual is not intended to replace Collective Bargaining Unit Agreements, Board
Rules or Personnel Commission Rules, but rather to serve as a guide. This manual is
divided into major payroll subjects that administrators and time reporting personnel
commonly refer to.

Payroll Administration
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Enterprise and Personnel Structure
The Enterprise and Personnel Structure are critical components of the overall design of
the SAP Human Resources system. It drives many of the business rules, processes,
authorizations, benefits, timekeeping, payroll, and reporting activities. SAP defines the
groupings of LAUSD employees in the Enterprise and Personnel Structure.
The structure typically divides an organization into functional and if applicable
geographical groupings as well as employment classifications and groupings. It is
comprised of the following elements:

» Personnel Area

» Personnel Subarea

+ Employee Group

« Employee Subgroup

Enterprise Structure

Personnel
Area1l
| |
1 | 1
Personnel Personnel Personnel
Subareat Subarea?2 Subarea3

5|Page
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For LAUSD, the Personnel Area (PA) defines whether an employee is certificated,
classified or unclassified and the appropriate bargaining unit. Within SAP, Personnel
Area is used by HR, Benefits, Payroll, & Time modules. The Personnel Area is assigned
to a single Company Code, which determines the country and currency of the Personnel
Area. Personnel Area will be attached to a Position in Organizational Management,
which will default to the employee record when a person is assigned to a position.

Enterprise structure

CoCode 1900, LAUSD Leg.person

Pers.area 2FDX.  FF-Teacher Assistants (Degt Subarea XXXX| XBasis
Cost Cir 1680801 615t S1EL Bus. Area

Fund 0810-0000 GF-Unrestricted

Grant NOT_RELEVANT NOT_RELEVANT

Func. Area 0000-06000-00000 Not Applicable

CoCode — Company code. This field will always be 1000 LAUSD, and is used for
Financials and Controlling.

Leg.person — Legal Person. This field is not used by LAUSD.

Enterprise structure

CoCode 1008, LAUSD Leg.person

Pers area 2FDX|  FF-Teacher Assistants (Dege Subarea XXXX| XBasis
Cost Ctr 1680801 B1stS1EL Bus. Area

Fund 810-8600 GF-Unrestricted

Grant NOT_RELEVANT NOT_RELEVANT

Func. Area 0600-0000-00000 Not Applicable

Key Term - Personnel Area

Payroll Area
1-Classified
2-Certificated
3-Unclassified
9-Non-Employee

Bargaining Unit
F-Teacher Assistants

Further Defines Group
Within Bargaining Unit

D-Degree-track TAs
N-Non Degree-track TAs

Placeholders
Currently not used by the District

Bargainin SAP
gaining Description Personnel Description
Unit ArER
Teacher Teacher
FF Assistants 2FDX DeAg;Srscel:-t'?P;E:k

6|Page
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Personnel Subarea

For LAUSD, the Personnel Sub Area (PSA) defines the Pay Basis (number of days
worked per year) and track. In addition, it defines the holiday calendar and work
schedule. Within SAP, the Personnel Subarea groupings are used by Time and Payroll.
Personnel Subarea is a subdivision of the Personnel Area. A personnel area can be
associated with more than one personnel subareas. Personnel Subarea will be
assigned on IT0O001, Organizational Assignment.

Enterprise structure

CoCode 1808 LAUSD Leg.person

Pers area 2UTK.  UU-Teachers (K-12/8p Ed) Subarea CTXX  CBasis 3track
CostCir 1809401 Carver MS Bus. Area

Fund 0810-8000 GF-Unrestricted

Grant NOT_RELEVANT NOT_RELEVANT

Func. Area 0000-06000-00000 Not Applicable

Key Term - Personnel Sub

Area

Basis Calendar

A= A Basi A= Adult School

B= B Basis F= 4-Track (90-30)

C= C Basis G= General Calendar

E= E Basis CTXX J= Job Cost Calendar
S= Single Track

Calendar

N= Non

Employee

X= X Basis

Z= 7 Basis Placeholders

Currently not used by the
District

Personnel Structure

Employee |
Group1
1 } 1
Employee | Employee | Employee |
Subgroup1 Subgroup2 Subgroup3
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Employee Group

For LAUSD, the Employee Group (EG) is used to map the employee subgroup grouping
(Salaried and Hourly) in the pay scale structure. Within SAP, the employee group is
used by payroll and benefits. The Employee Group is a logical grouping of persons in
SAP based on certain common characteristics. Employee Groups are based on the
nature of employment.

Parsonnel st
EE group A FT Salaried mihly Payrarea CE| Monthly Cerificaled

EE subgroup R1  RagulanPermanent Contract

Full time Salaried Monthly
Full-time Hourly Monthly
Full-time Hourly Semi-Monthly
Part-time Salaried Monthly
Part-time Hourly Monthly
Part-time Hourly Semi-Monthly

Non-Employee

T Z I 0 MmO W >

Benefits (no pay)

Employee Subgroup

In LAUSD, Employee Subgroup (ESG) identifies the status of employee’s assignment,
i.e. probationary, regular, and temporary, intern, retiree, and substitute. In SAP,
Employee Sub-Group groupings are used by Payroll, Time, and HR. For example, in
Payroll it is used to determine certain wage type eligibility.

Parsonnel strucbune

EE group A FT Salaried rothiy Payrarga |(CE|  Monthly Cerificaled
EE subgroup R1  RagulasPermanent Cantract o

(Employee Subgroup Partial List)

B1 Probationary 1 Q2 Qualifying 2

E1l Extra Adult R1 Regular Permanent
F2 University Intern 2 S1 Substitute

Gl District Intern 1 T1 Temporary

K1  Temporary Contract V1 Provisional

L1 Limited Contract
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Enterprise Structure Functions in Payroll

Personal Subarea Groupings

e Permissibility — The personal subarea grouping for primary wage types defines
which wage types are valid for which personal subareas.

Employee Subgroup Groupings

e Personnel Calculation Rules - The employee subgroup grouping for the
personnel calculation rule controls how an employee's payroll is processed, for
example, whether an employee is to be paid on an hourly or salaried basis.

e Assignhment to Pay scale - The employee subgroup grouping for the collective
agreement provisions specifies which pay scale groups are valid for which
employee groups.

e Permissibility - The employee subgroup grouping for primary wage types
defines which wage types are valid for which employee subgroups.

Enterprise and Personnel Structure Design

2= Certificated
3= Unclassified
9 = Non employee

2nd position represents the
Bargaining unit

3rd and 4th (if not an XX) represent

2nd position represents the
Site/School Calendar

3rd and 4th positions are
Place holders - can be
used in future for new
Personnel Subareas

the detail within bargaining unit (e.q.

2UTE = Teachers Early Ed)

If 4th position is not needed for BU
detail, then it is a Place holder
(marked as an X) - can be used in
future for new personnel areas

time, hourly, salaried,
and non employees

Personnel Area Personnel Subarea Employee Group Employee
Subgroup
Naming 1st position represents the service 1st position represents the | Employee group Formerly
Convention 1= Classified Basis indicates full time, part Assignment

Status Code

9|Page
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Enterprise Structure — LAUSD (Overview)

Personnel Personnel Area Description
Area Personnel Personnel Subarea
1APX AA-Plant Security Aides Subarea Description
1APW AA-Plant Security Aide Weekends AAXX A-Basis/ Adult
1AOX AA-Detectives & Officers AFXX A-Basis/ Four-Track
1ASX AA-School Safety Officers AGXX A-Basis/ General Calendar
1BXX BB-Instructional Aides AIXX A-Basis/ Job Cost Calendar
1CXX CC-Operations Support Svcs AXSX A-Basis/ Day-to-Day Sub
1DXX DD-Office, Technical and Bus Svcs BAXX B-Basis/ Adult
1DPX DD-Student Integration Helper BFEXX B-Basis/ Four-Track
1DTX DD-TV Studio Assistant BGXX B-Basis/ General Calendar
1EXX EE-Skilled Crafts BJIXX B-Basis/ Job Cost Calendar
1SAX HH-Lieutenants & Sergeants BSXX B-Basis/ Single-Track
1SAS HH-Supervising School Safety Officer CAXX C-Basis/ Adult
1LMX LL-Classified Management CFXX C-Basis/ Four-Track
1LAX LL-Captain CGXX C-Basis/ General Calendar
1LIX JJ-Classified Mgmt (AALA) Lowr CJIXX C-Basis/ Job Cost Calendar
1LVX VE-Executive Officer, Board of Ed CSXX C-Basis/ Single-Track
INAX NN-Classified Non-rep Safety-Security Offr CXSX C-Basis/ Day-to-Day Sub
INXX NN-Classified Non-represented EAXX E-Basis/ Adult
1SXX SS-Classified Supervisory EGXX E-Basis/ General Calendar
1SLL SS-Classified Supervisory O/T Exempt EJXX E-Basis/ Job Cost Calendar
1SLX SS-Classified Supervisory SDI Exempt ESXX E-Basis/ Single-Track
1VVX VV-Classified Exec Management NONE Non-Employee
1VEX VE-Classified Exec Management-JR RXXX Retiree
1VIX JJ-Classified Mgmt (AALA) High XIXX X-Basis/ Job Cost Calendar
1VSX VS-Classified Exec Management-SR XXSX X-Basis/ Day-to-Day Sub
1VAC VS-Classified Exec Mgmt Chief of Police XXXX X-Basis
1VAD VV- Classified Exec Mgmt Deputy Chief ZIXX Z-Basis/ Job Cost Calendar
1YLX YY-Program Analyst IAU, Director of Budget & ZXXX Z-Basis
Financial Policy and Director of
1ZXX ZZ-Classified Confidential
1ZLX ZZ- Classified Confidential O/T Exempt
17DX ZZ-Classified Confidential Off/Tech/Bus Svcs
1ZSX ZZ-Classified Confidential Supervisory
2FDX FF-Teacher Assistants (Degree)
2FNX FF-Teacher Assistants (Non-Degree)
2MZX MM-Certificated Confidential
2MCX MM-Certificated Contract Management
2MEX Certificated Exec Management
2MSX MS-Certificated Supervisory
2PXX PP-Physician
2USX UU-Support Services
2UTA UU-Teachers (Adult)
2UTE UU-Teachers (ECE)
2UTH UU-Teachers (Home School)
2UTK UU-Teachers (K12/Sp Ed)
3GXX GG-Playground Aides/Community Reps
3NBX NB-Community Representatives
3NMX NN-Medical Experts
3NBP NN-Playground Supervisors
3NPX NN-Professional Experts
3NSX NN-Student Workers
3NXX NN-Unclassified
3YYX YY-Board of Education Member
3YPX YY-Personnel Commission Member
9INEC Non-Employee-Charter School
INEX Non-Employee
9REC Retired Employee Conversion
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Enterprise Structure — LAUSD (Overview) continued

EE
EE Group |Employee Group Description Subgroup | Employee Subgroup Description

A Full Time Salaried(monthly) A2 Student Body

C Full Time Hourly{monthly) B1 Probationary1

D Full Time Hourly(Semi-monthly) B2 Probationary2

E Part Time Salaried(monthly) D1 Detached Service

G Part Time Hourly{monthly) E1 Extra-Adult

H Part Time Hourly({Semi-monthly) F1 University Intern1

M MNon Employee F2 University Intern2

P Benefits (no pay) G1 District Intem1

G2 District Intem2

K1 Temporary Contract

L1 Limited

N1 MNon-Employee - Classified
N2 MNon -Employee Contractor
N3 MNon -Employee Certificated
a1 Qualifying1

Qz2 Qualifying2

R1 Regular/Perm Employee
S Substitutes

T Temporary

W1 Provisional

w1 Restricted

X1 Exchange - With Pay

X2 Exchange - Without Pay
Z1 Return Retiree

2 Return Retiree (Exempt)
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Employee Subgroup Definitions

Employes Subgroup Dennitions Employss Subgroup Definitions
(Legacy to 54P Relationships) (Legacy to AP Relationships)
SAF Cooe| Employes SUDQroup Descnpnon SAF Code| Employes Subgroup Descrpoon
Al |Surviving HON employes spoLsadependent of a AT |Sthudent Body Hired by Siudent Siore at a school ele;
Dependent’Spouse deceased employes wno will racelve penefis pakd with Stedent Body Funds
decadent’s benefis
51,52 |Probationary Cerfiicaled: employ=e s2rang In 01 |Del=ched Senvice CariMcated. enployes on leave 0 p2ronm
probationary perod; 2rure eaming assignment with an approved

organizationiconiract. Vacabion acenuals
eamed whlle on leave must be used bafonz

El Extra-Adul Cartiicated: Extra Assignment in Adult Ed F1, F2 |Univarsily Inlem Cartificated: employes working on a
while hokding a reguiar assignment; non University Inem certificate, amy year af
peneft eaming: counts for step advance. service
=1, GZ | Disinct Imem Cerficaled: SMpIoyes working on 3 Disinct K1 |Temporary Confract | | CeriMcaled: a lemporary coniract 1o sere
Intem certificate, any year of senice In place of an emgioyee on leave or affered
o candidaies In shortage Nelts who do not
K] Limited 1) Monsubebiule [eMpOrary assignment with | M1, N2, M| Ron-Employee N1 - Classined
no other kasic assignment in the Distict; N2 - Contractor
limfed as to time and‘or dates andior N3 - Certificated
penefits acconding b classjob and sanics - Person not empioyed by the Distrck; for
(Tormerdy LT - adult =) beneffis or tracking purposss only

2) Employes With a Imitad contract to serve
In a carificated management positon
[usually Zsistant supermtendent ieval and
EIH]\'E-] oF 35 mamider of Baard or
Commisson, or 35 3 Stal asskstant or field
regresentative senving under EC Seclion
45112 - [formeny CL. CLN)

Q1. Gz |Qualtying CertiNcated: A1 |Regu@EnPem Empioyee] Classied: probatonary of pemanen
1)jprotationary of permanent amployes who urimied assignment, Inciuding apprentics
s serving a conditional paiod In anather assignments - (formesty RG)
non-management class - (Tomerty J1, J2) Cariificated: An unlimited assignment, after
2) employee serng the eguivalent of & prob| completion of probationary or gualilying
period In 3 classon oMer than the e n period - [formerty CN)

which regularpem status was or would
nave been atiained; from sligible kst or by
diract appt - (Sormeny 1, G2)

3) employee who s qualfied for conversion
to perm status showld a vacant postion
ocour; alows for open-ended assignments
undl 'l'lEEI'I"]lD‘j'B! |5 reached for convarsion
to perm status - (formery S0)

51 |Subsifies Employes senving In place of an absent T1  |Tempomry 1) Clazailed: employes serving I a non-
amgployes of vacant poslion with no other substiute limited assignment; may eam
nasic asskgnment In the District - (fomerty Imited benefis - (formery TM, TA}

TS, SV, 5X) Z) Ceriificatad: amployes o lkave to @
temporary assignment In a management

Vi |Provisiona Certiicaled. 1) empioyee serving Under an | W1 | FResineed Empioyee In Clas5/o0 by appl only (nol by
SMErgency-ype permi; senice doss not exam) panding qualfying for unrestrictad
count toward permanent staus wim the status. - (Tomerty RW, Administriors under
District - [formery WY, Vi) Beard Ruie 4214}

2) Administrators serving under Eoard Ruls
42132 {non-exam - (fonmety LA)
Clagsfied: non-sub assigrment to a
pudgesed vacant position which cannot be
flled by an employes for prod of regipem
Stalus; may am lpenefits on the basis of a
stabus In another ciass/ob - {formerty TR}

¥1  |Sxchange- With Pay  |Certiicated: an exchange assignment pald N2  |Exchange - Wimout Pay | CertMcated: an exchange assignment not

oy the District pald by the Distict
F] Retumn Relires Employes recelving a retirement allowancs; ] Feetum Retiree (Exempt)| Employee recsiving a reirement allowance;
restrictad fo salary andior hours- (formeny exempt from STRS eamings Imitations-
57, L7, TZ) [formery KZ, ZK)
Joh Akdy Empioyes Subgroup Cefiniliom Page 1ol Lzt u poiate O,
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Employee Subgroup Definitions continued

Employee Subgroup Definitions Employee Subgroup Definitions
(Legacy to SAP Relationships) {Legacy to SAP Relationships)
SAP Code | Employee Subgroup Description SAP Code| Employee Subgroup Description
A1 ‘Surviving MNon employee spouseidependent of 3 A2 Student Body Hired by Student Store at 3 scheal site;
Dependent/Spouse deceased employee who will receive bensfits paid with Student Body Funds
decedent's benefits

B1, B2 |Probationary Certificated: employee serving in D1 Detached Service Certificated: employee on leave to perform

probationary period; tenwre eaming assignment with an approved
jorganizationicontract Wacation accnuals
eamed while on leave must be used before

E1 Extra-Adult Certificated: Exira Assignment in Adult Ed F1,F2 |University Intern Certificated: employse working on a
while holding a regular assignment; non University Intem certificate, any year of
benefit eaming; counts for step advance. senice

51, 52 |District Intemn Certificated: employee working on a District K1 Temporary Contract Certificated: a temporary contract to serve
Intern certficate, any year of service n place of an employee on leave or offered

o candidates in shortage fields who do not

L1 Limited 1) Nonsubstitute temporarny assignment with | N1, M2, N3|Mon-Employee M1 - Classified
no other basic assignment in the District; M2 - Contractor
limited as to fime and/or dates andfor N3 - Certificated
benefits according to dass/job and service - Person not employed by the District: for
(formerly LT - adult ed) benefits or racking purnposes only
2) Employes with a limited contract to senve
in a3 certificated managemeant position
(usually assistant superintendent lewsl and
abowve) or a5 member of Board or
Commission, or as a staff assistant or fiekd
representative senving under EC Section
45112 - (formerly CL, CLN)

@1, @2 (Qualifying Certificated: R RegularPerm Employes|Classified: probationary or permanent
1)probationary or permanent employee who unfimited assignment, including apprentice
is senving a conditional period in another assignments - (formerly RiG)
non-management class - (formery J1, J2) Certificated: An unlimited assignment, after
2) employee senving the equivalent of a prob icompdetion of probationary or qualifying
period in a classfjob cther than the one in peniod - (formery CM)
which regular’perm status was or would
have been attained; from eligible list or by
direct appt - (formery Q1, QZ)

3) employes who is qualified for conversion
to perm status should a vacant position
occur; allows for open-ended assignments
untd the employee is reached for conversion
to perm status - (formerdy 5Q)

51 Substitutes Employee serving in place of an absent LR Temporary 1) Classified: employee serving in a non-
employee or vacant position with no other substitute Bmited assignment; may eam
basic assignment in the District - {formery limited benefits - (formerdy TM, TA)

TS, 5V, 5xX) 2) Certificated: employee on leave to a
temporary assignment in a management

v Prowisional Certificated: 1) employes sening under an wi Restricted Employes in classfob by appt only (not by
emergency-type permit. senice doss not exam) pending qualifying for unresthicted
count toward permanent stauts with the status. - (formerly RW, Administrators under
District - (formesiy VY, V1...) Board Rule 4214)

2) Administrators serving wnder Board Rule
4213 (non-exam)- (formerdy LA)

Classfied: non-sub assignment to 3
budgeted wacant position which cannct be
fill=d by an employee for prob or reg/perm
status: may =arn benefits on the basis of a
status i another classijob - (formerly TR)

X Exchange - With Pay  [Certificated: an exchangs assignment paid X2 Exchange - Without Pay [Certificated: an exchange assignment not
bry the District ipaid by the District

£1 Retum Retiree Emgployee receiving a retrement allowance; 72 Return Retiree (Exempt) [Employes receiving a retirement allowance;
restricted to salary and'or howrs- (formedy exempt from STRS eamings limitations-
5Z,LE TZ) [formerdy KZ, ZK)
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Personnel Area/Personnel Subarea/Employee Group Relationships

Code

Personnel Area

Code

Personnel Sub Area

Code

Employee Group

Employee
Subgroup

1AOX

AA-Safety (Detectives & Officers)

AGXX

A-Basis/ General Calendar

Full Time Hourly (monthly)

R1, S1, V1, T1,
Wi, 71

XXSX

X-Basis/Day-to-Day Sub

Part Time Hourly (monthly)

RXXX

Retiree

1APX

AA-Misc (Plant Security Aides)

AGXX

A-Basis/ General Calendar

Full Time Hourly (monthly)

R1, S1, V1, T1,
W1, Z1

XXXX

X-Basis

Part Time Hourly (monthly)

XXSX

X-Basis/Day-to-Day Sub

RXXX

Retiree

1APW

AA-Plant Security Aide Weekends

AGXX

A-Basis/ General Calendar

Full Time Hourly (monthly)

R1, S1, V1, T1,
W1, Z1

XXXX

X-Basis

Part Time Hourly (monthly)

XXSX

X-Basis/Day-to-Day Sub

RXXX

Retiree

1ASX

AA-School Safety Officers

AGXX

A-Basis/ General Calendar

Full Time Hourly (monthly)

R1, S1, V1, T1,
W1, Z1

BGXX

B-Basis/ General Calendar

Part Time Hourly (monthly)

CGXX

C-Basis/ General Calendar

XXXX

X-Basis

ZXXX

Z-Basis

XXSX

X-Basis/Day-to-Day Sub

RXXX

Retiree

1BXX

BB-Instructional Support Aides

AAXX

A-Basis/ Adult

Full Time Hourly (monthly)

R1, S1, V1, T1,
w1, Z1

AFXX

A-Basis/ Four-Track

Part Time Hourly (monthly)

AGXX

A-Basis/ General Calendar

BFXX

B-Basis/ Four-Track

BGXX

B-Basis/ General Calendar

BSXX

B-Basis/ Single-Track

CAXX

C-Basis/ Adult

CFEXX

C-Basis/ Four-Track

CGXX

C-Basis/ General Calendar

CSXX

C-Basis/ Single-Track

XXXX

X-Basis

ZXXX

Z-Basis

XXSX

X-Basis/Day-to-Day Sub

RXXX

Retiree

1CXX

CC-Operations Support Svcs

AAXX

A-Basis/ Adult

Full Time Hourly (semi-monthly)

R1, S1, V1,
w1, zZ1

AFXX

A-Basis/ Four-Track

Part Time Hourly (semi-monthly)

AGXX

A-Basis/ General Calendar

AJIXX

A-Basis/ Job Cost Calendar

BAXX

B-Basis/ Adult

BGXX

B-Basis/ General Calendar

BJIXX

B-Basis/ Job Cost Calendar

BSXX

B-Basis/ Single-Track

CAXX

C-Basis/ Adult

CFEXX

C-Basis/ Four-Track

CGXX

C-Basis/ General Calendar

CJIXX

C-Basis/ Job Cost Calendar

CSXX

C-Basis/ Single-Track

EJXX

E-Basis/ Job Cost Calendar

FFXX

F-Basis/Four-Track

XIXX

X-Basis/ Job Cost Calendar

XXXX

X-Basis
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Code

Personnel Area

Code

Personnel Sub Area

Code

Employee Group

Employee
Subgroup

ZIXX

Z-Basis/ Job Cost Calendar

ZXXX

Z-Basis

XXSX

X-Basis/Day-to-Day Sub

RXXX

Retiree

1DPX

DD-Student Integration Helper

AAXX

A-Basis/ Adult

Full Time Hourly (monthly)

R1, S1, V1, T1,
W1, Z1

AFXX

A-Basis/ Four-Track

Part Time Hourly (monthly)

AGXX

A-Basis/ General Calendar

AIXX

A-Basis/ Job Cost Calendar

BAXX

B-Basis/ Adult

BGXX

B-Basis/ General Calendar

BJIXX

B-Basis/ Job Cost Calendar

BSXX

B-Basis/ Single-Track

CAXX

C-Basis/ Adult

CEXX

C-Basis/ Four-Track

CGXX

C-Basis/ General Calendar

CIXX

C-Basis/ Job Cost Calendar

CSXX

C-Basis/ Single-Track

EGXX

E-Basis/ General Calendar

EJXX

E-Basis/ Job Cost Calendar

ESXX

E-Basis/ Single-Track

XJIXX

X-Basis/ Job Cost Calendar

XXXX

X-Basis

ZIXX

Z-Basis/ Job Cost Calendar

ZXXX

Z-Basis

XXSX

X-Basis/Day-to-Day Sub

RXXX

Retiree

1DXX

DD-Office, Technical and Bus Svcs

AAXX

A-Basis/ Adult

Full Time Hourly (monthly)

R1, S1, V1, T1,
W1, 71

AFXX

A-Basis/ Four-Track

Part Time Hourly (monthly)

AGXX

A-Basis/ General Calendar

ATXX

A-Basis/ Three-Track

BAXX

B-Basis/ Adult

BGXX

B-Basis/ General Calendar

BJIXX

B-Basis/ Job Cost Calendar

BSXX

B-Basis/ Single-Track

CAXX

C-Basis/ Adult

CEXX

C-Basis/ Four-Track

CGXX

C-Basis/ General Calendar

CJIXX

C-Basis/ Job Cost Calendar

CSXX

C-Basis/ Single-Track

EGXX

E-Basis/ General Calendar

EJXX

E-Basis/ Job Cost Calendar

ESXX

E-Basis/ Single-Track

XJIXX

X-Basis/ Job Cost Calendar

XXXX

X-Basis

ZJIXX

Z-Basis/ Job Cost Calendar

ZXXX

Z-Basis

XXSX

X-Basis/Day-to-Day Sub

RXXX

Retiree

1DTX

DD-TV Studio Assistant

XXXX

X-Basis

Full Time Hourly (monthly)

R1, S1, V1, T1,
W1, 71

XXSX

X-Basis/Day-to-Day Sub

Part Time Hourly (monthly)

RXXX

Retiree
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Code

Personnel Area

Code

Personnel Sub Area

Code

Employee Group

Employee
Subgroup

1EXX

EE-Skilled Crafts

AGXX

A-Basis/ General Calendar

Full Time Hourly (semi-monthly)

R1, S1, V1,
Wi, 71

AIXX

A-Basis/ Job Cost Calendar

Part Time Hourly (semi-monthly)

BJIXX

B-Basis/ Job Cost Calendar

CGXX

C-Basis/ General Calendar

CJIXX

C-Basis/ Job Cost Calendar

EJXX

E-Basis/ Job Cost Calendar

XIXX

X-Basis/ Job Cost Calendar

XXXX

X-Basis

ZIXX

Z-Basis/ Job Cost Calendar

XXSX

X-Basis/Day-to-Day Sub

RXXX

Retiree

1LAX

LL-Safety(Captain)

AGXX

A-Basis/ General Calendar

Full Time Salaried (monthly)

R1, S1, V1, Z1

XXXX

X-Basis

Part Time Salaried (monthly)

XXSX

X-Basis/Day-to-Day Sub

RXXX

Retiree

1LIX

JJ-Classified Mgmt (AALA) Lowr

AGXX

A-Basis/ General Calendar

Full Time Salaried (monthly)

R1,S1,T1, V1, 71

AIXX

A-Basis/ Job Cost Calendar

Part Time Salaried (monthly)

BGXX

B-Basis/ General Calendar

BJIXX

B-Basis/ Job Cost Calendar

EGXX

E-Basis/ General Calendar

EJXX

E-Basis/ Job Cost Calendar

RXXX

Retiree

XIXX

X-Basis/ Job Cost Calendar

XXSX

X-Basis/Day-to-Day Sub

XXXX

X-Basis

1LMX

LL-Classified Management

AGXX

A-Basis/ General Calendar

Full Time Salaried (monthly)

R1, S1, V1, Z1

AIXX

A-Basis/ Job Cost Calendar

Part Time Salaried (monthly)

BJIXX

B-Basis/ Job Cost Calendar

CJIXX

C-Basis/ Job Cost Calendar

EJXX

E-Basis/ Job Cost Calendar

XIXX

X-Basis/ Job Cost Calendar

XXXX

X-Basis

ZJIXX

Z-Basis/ Job Cost Calendar

XXSX

X-Basis/Day-to-Day Sub

RXXX

Retiree

1LVX

VE- Executive Officer, Board of Ed

AGXX

A-Basis/ General Calendar

>

Full Time Salaried (monthly)

R1, S1, V1, 71

XXSX

X-Basis/Day-to-Day Sub

Part Time Salaried (monthly)

RXXX

Retiree

INAX

NN-Safety (Security Officer)

XXXX

X-Basis

@

Part Time Hourly (monthly)

T1, 71

RXXX

Retiree

INXX

NN-Classified Non-represented

XXXX

X-Basis

Full Time Hourly (monthly)

71,71

RXXX

Retiree

Part Time Hourly (monthly)

1SAX

HH-Safety (Lieutenants & Sergeants);

AGXX

A-Basis/ General Calendar

Full Time Hourly (monthly)

R1, V1, 71

promotional only positions

XXXX

X-Basis

QO OO

Part Time Hourly (monthly)

XXSX

X-Basis/Day-to-Day Sub

RXXX

Retiree

1SAS

HH-Supervising School Safety Officer

AGXX

A-Basis/ General Calendar

(¢}

Full Time Hourly (monthly)

R1, S1,V1, 71

XXXX

X-Basis

Part Time Hourly (monthly)

XXSX

X-Basis/Day-to-Day Sub

RXXX

Retiree

1SLL

SS-Classified Supervisory O/T Exempt

AAXX

A-Basis/ Adult

Full Time Salaried (monthly)

R1, S1, V1, 71

AFXX

A-Basis/ Four-Track

Part Time Salaried (monthly)

AGXX

A-Basis/ General Calendar

AIXX

A-Basis/ Job Cost Calendar

BAXX

B-Basis/ Adult

BFXX

B-Basis/ Four-Track

BGXX

B-Basis/ General Calendar
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Code

Personnel Area

Code

Personnel Sub Area

Code

Employee Group

Employee
Subgroup

BJIXX

B-Basis/ Job Cost Calendar

BSXX

B-Basis/ Single-Track

CFEXX

C-Basis/ Four-Track

CGXX

C-Basis/ General Calendar

CIXX

C-Basis/ Job Cost Calendar

CSXX

C-Basis/ Single-Track

EAXX

E-Basis/ Adult

EGXX

E-Basis/ General Calendar

EJXX

E-Basis/ Job Cost Calendar

XIXX

X-Basis/ Job Cost Calendar

XXXX

X-Basis

ZIXX

Z-Basis/ Job Cost Calendar

ZXXX

Z-Basis

XXSX

X-Basis/Day-to-Day Sub

RXXX

Retiree

1SLX

SL-Classified Supervisory - SDI Exempt

AAXX

A-Basis/ Adult

Full Time Hourly (monthly)

R1, S1, V1, 71

AFXX

A-Basis/ Four-Track

Full Time Hourly (semi-monthly)

AGXX

A-Basis/ General Calendar

Part Time Hourly (monthly)

AJIXX

A-Basis/ Job Cost Calendar

I|(®O(O|0

Part Time Hourly (semi-monthly)

BAXX

B-Basis/ Adult

BFXX

B-Basis/ Four-Track

BGXX

B-Basis/ General Calendar

BJIXX

B-Basis/ Job Cost Calendar

BSXX

B-Basis/ Single-Track

CEXX

C-Basis/ Four-Track

CGXX

C-Basis/ General Calendar

CJIXX

C-Basis/ Job Cost Calendar

CSXX

C-Basis/ Single-Track

EAXX

E-Basis/ Adult

EGXX

E-Basis/ General Calendar

EJXX

E-Basis/ Job Cost Calendar

XIXX

X-Basis/ Job Cost Calendar

XXXX

X-Basis

ZIXX

Z-Basis/ Job Cost Calendar

ZXXX

Z-Basis

XXSX

X-Basis/Day-to-Day Sub

RXXX

Retiree

1SXX

SS-Classified Supervisory

AAXX

A-Basis/ Adult

Full Time Hourly (monthly)

R1, S1, V1, 71

AFXX

A-Basis/ Four-Track

Full Time Hourly (semi-monthly)

AGXX

A-Basis/ General Calendar

Part Time Hourly (monthly)

AJIXX

A-Basis/ Job Cost Calendar

I|(®|O|0

Part Time Hourly (semi-monthly)

BAXX

B-Basis/ Adult

BFXX

B-Basis/ Four-Track

BGXX

B-Basis/ General Calendar

BJIXX

B-Basis/ Job Cost Calendar

BSXX

B-Basis/ Single-Track

CEXX

C-Basis/ Four-Track

CGXX

C-Basis/ General Calendar

CJIXX

C-Basis/ Job Cost Calendar

CSXX

C-Basis/ Single-Track

EAXX

E-Basis/ Adult

EGXX

E-Basis/ General Calendar
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Code

Personnel Area

Code

Personnel Sub Area

Code

Employee Group

Employee
Subgroup

EJXX

E-Basis/ Job Cost Calendar

FEXX

F-Basis/Four-Track

XIXX

X-Basis/ Job Cost Calendar

XXXX

X-Basis

ZIXX

Z-Basis/ Job Cost Calendar

ZXXX

Z-Basis

XXSX

X-Basis/Day-to-Day Sub

RXXX

Retiree

1VAC

VS-Safety (Chief of Police)

AGXX

A-Basis/ General Calendar

>

Full Time Salaried (monthly)

R1, S1, V1, 71

XXSX

X-Basis/Day-to-Day Sub

Part Time Salaried (monthly)

RXXX

Retiree

1VAD

VV-Safety (Deputy Chief)

AGXX

A-Basis/ General Calendar

>

Full Time Salaried (monthly)

R1, S1, V1, 71

XXXX

X-Basis

Part Time Salaried (monthly)

XXSX

X-Basis/Day-to-Day Sub

RXXX

Retiree

1VEX

VE-Classified Exec Management

AGXX

A-Basis/ General Calendar

Full Time Salaried (monthly)

R1, S1, V1, Z1

XXXX

X-Basis

Part Time Salaried (monthly)

XXSX

X-Basis/Day-to-Day Sub

RXXX

Retiree

1VIX

JJ-Classified Mgmt (AALA) High

AGXX

A-Basis/ General Calendar

Full Time Salaried (monthly)

R1,S1,T1, V1, 71

AJIXX

A-Basis/ Job Cost Calendar

Part Time Salaried (monthly)

BGXX

B-Basis/ General Calendar

BJIXX

B-Basis/ Job Cost Calendar

EGXX

E-Basis/ General Calendar

EJXX

E-Basis/ Job Cost Calendar

RXXX

Retiree

XXXX

X-Basis

1VSX

VS-Classified Exec Management-SR

AGXX

A-Basis/ General Calendar

Full Time Salaried (monthly)

R1, S1, V1, Z1

XXXX

X-Basis

Part Time Salaried (monthly)

XXSX

X-Basis/Day-to-Day Sub

RXXX

Retiree

1VVvX

VV-Classified Exec Management

AGXX

A-Basis/ General Calendar

>

Full Time Salaried (monthly)

R1,S1,V1, 71

XXXX

X-Basis

Part Time Salaried (monthly)

XXSX

X-Basis/Day-to-Day Sub

RXXX

Retiree

1YLX

YL- Program Analyst IAU, Dir of Budget &

AGXX

A-Basis/ General Calendar

Full Time Salaried (monthly)

R1, S1, Z1

Financial Policy, Dir of Ed. Policy

XXXX

X-Basis

Part Time Salaried (monthly)

XXSX

X-Basis/Day-to-Day Sub

RXXX

Retiree

1ZDX

ZD-Bargaining Unit D Confidential

AGXX

A-Basis/ General Calendar

Full Time Hourly (monthly)

R1, S1, V1, T1,
W1, 71

AJIXX

A-Basis/ Job Cost Calendar

Part Time Hourly (monthly)

BJIXX

B-Basis/ Job Cost Calendar

CJIXX

C-Basis/ Job Cost Calendar

EJXX

E-Basis/ Job Cost Calendar

XJIXX

X-Basis/ Job Cost Calendar

XXXX

X-Basis

ZIXX

A-Basis/ Job Cost Calendar

XXSX

X-Basis/Day-to-Day Sub

RXXX

Retiree

1ZLX

ZZ-Classified Confidential O/T Exempt

AGXX

A-Basis/ General Calendar

Full Time Salaried (monthly)

R1, V1, 81, 71

AJIXX

A-Basis/ Job Cost Calendar

Part Time Salaried (monthly)

BJIXX

B-Basis/ Job Cost Calendar

CIXX

C-Basis/ Job Cost Calendar

EJXX

E-Basis/ Job Cost Calendar

XIXX

X-Basis/ Job Cost Calendar

ZIXX

Z-Basis/ Job Cost Calendar

XXSX

X-Basis/Day-to-Day Sub
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Code

Personnel Area

Code

Personnel Sub Area

Code

Employee Group

Employee
Subgroup

RXXX

Retiree

1ZSX

ZS-Classified Confidential Supervisory

AGXX

A-Basis/ General Calendar

(e}

Full Time Hourly (monthly)

R1, V1, Z1

XXSX

X-Basis/Day-to-Day Sub

Part Time Hourly (monthly)

RXXX

Retiree

1ZXX

ZZ-Classified Confidential

AGXX

A-Basis/ General Calendar

Full Time Hourly (monthly)

R1, S1, V1, T1,
Wi, 71

AIXX

A-Basis/ Job Cost Calendar

Part Time Hourly (monthly)

BJIXX

B-Basis/ Job Cost Calendar

CIXX

C-Basis/ Job Cost Calendar

EJXX

E-Basis/ Job Cost Calendar

XIXX

X-Basis/ Job Cost Calendar

ZIXX

Z-Basis/ Job Cost Calendar

XXSX

X-Basis/Day-to-Day Sub

RXXX

Retiree

2FDX

FF-Teacher Assistants (Degree)

XXXX

X-Basis

Full Time Hourly (monthly)

Tl

RXXX

Retiree

Part Time Hourly (monthly)

2FNX

FF-Teacher Assistants (Non-Degree)

XXXX

X-Basis

Full Time Hourly (monthly)

Tl

RXXX

Retiree

Part Time Hourly (monthly)

2MCX

MM-Certificated Contract Management

AGXX

A-Basis/ General Calendar

bd Kalkel Kalksl

Full Time Salaried (monthly)

D1, Q1//2, B1/2,
R1

EGXX

E-Basis/ General Calendar

S1, 71/2

BGXX

B-Basis/ General Calendar

CGXX

C-Basis/ General Calendar

CXSX

C-Basis/Day-to-Day Sub

RXXX

Retiree

2MEX

MM-Certificated Exec Management

AGXX

A-Basis/ General Calendar

Full Time Salaried (monthly)

D1, Q1//2, B1/2,
R1

EGXX

E-Basis/ General Calendar

BGXX

B-Basis/ General Calendar

CGXX

C-Basis/ General Calendar

CXSX

C-Basis/Day-to-Day Sub

S1, 71/2

RXXX

Retiree

2MSX

MS-Administrators

AAXX

A-Basis/ Adult

Full Time Salaried (monthly)

D1, Q1//2, B1/2,
R1

AFXX

A-Basis/ Four-Track

S1, 7172

AGXX

A-Basis/ General Calendar

BAXX

B-Basis/ Adult

BGXX

B-Basis/ General Calendar

BSXX

B-Basis/ Single-Track

EAXX

E-Basis/ Adult

EGXX

E-Basis/ General Calendar

ESXX

E-Basis/ Single-Track

CGXX

C-Basis/ General Calendar

XXXX

X-Basis

ZXXX

Z-Basis

CXSX

C-Basis/Day-to-Day Sub

RXXX

Retiree

2MZX

MZ- Management Confidential

AGXX

A-Basis/ General Calendar

Full Time Salaried (monthly)

D1, Q1//2, B1/2,
R1

EGXX

E-Basis/ General Calendar

BGXX

B-Basis/ General Calendar

CGXX

C-Basis/ General Calendar

XXXX

X-Basis

S1, 71/2

CXSX

C-Basis/Day-to-Day Sub

RXXX

Retiree

2PXX

PP-Physicians

AGXX

A-Basis/ General Calendar

Full Time Hourly (monthly)

B1/2, R1, Z1

CEXX

C-Basis/ Four-Track

Part Time Hourly (monthly)

CGXX

C-Basis/ General Calendar

CSXX

C-Basis/ Single-Track

EGXX

E-Basis/ General Calendar

ZXXX

Z-Basis

RXXX

Retiree

2USX

UU-Support Services

BSXX

B-Basis/ Single-Track

Full Time Salaried (monthly)

D1, G1/2, F1/2, K1
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CSXX

C-Basis/ Single-Track

Part Time Salaried (monthly)

B1/2, Q1/2, R1,
S1,

ESXX

E-Basis/ Single-Track

V1, Z1/2, X1/2

Code

Personnel Area

Code

Personnel Sub Area

Code

Employee Group

Employee
Subgroup

AFXX

A-Basis/ Four-Track

BFXX

B-Basis/ Four-Track

CFEXX

C-Basis/ Four-Track

AGXX

A-Basis/ General Calendar

BGXX

B-Basis/ General Calendar

CGXX

C-Basis/ General Calendar

EGXX

E-Basis/ General Calendar

XXXX

X-Basis

ZXXX

Z-Basis

CXSX

C-Basis/Day-to-Day Sub

RXXX

Retiree

2UTA

UU-Teachers (Adult)

CAXX

C-Basis/ Adult

Full Time Hourly (monthly)

E1, L1, B1/2, R1

AGXX

A-Basis/ General Calendar

Part Time Hourly (monthly)

S1, 71

BGXX

B-Basis/ General Calendar

EGXX

E-Basis/ General Calendar

XXXX

X-Basis

ZXXX

Z-Basis

CXSX

C-Basis/Day-to-Day Sub

RXXX

Retiree

2UTE

UU-Teachers (ECE)

AGXX

A-Basis/ General Calendar

Full Time Salaried (monthly)

D1, G1/2, F1/2, K1

BGXX

B-Basis/ General Calendar

Part Time Salaried (monthly)

B1/2, Q1/2, R1,
s,

CGXX

C-Basis/ General Calendar

V1, 71/2, X1/2

EGXX

E-Basis/ General Calendar

XXXX

X-Basis

ZXXX

Z-Basis

AXSX

A-Basis/Day-to-Day Sub

RXXX

Retiree

2UTH

UU-Teachers (Home School)

CSXX

C-Basis/ Single-Track

Full Time Salaried (monthly)

D1, G1/2, F1/2, K1

CEXX

C-Basis/ Four-Track

Part Time Salaried (monthly)

B1/2, Q1/2, R1,
s,

CGXX

E-Basis/ General Calendar

XXXX

X-Basis

ZXXX

Z-Basis

CXSX

C-Basis/Day-to-Day Sub

RXXX

Retiree

2UTK

UU-Teachers (K12/Sp Ed)

AGXX

A-Basis/ General Calendar

Full Time Salaried (monthly)

D1, G1/2, F1/2, K1

BFXX

B-Basis/ Four-Track

Part Time Salaried (monthly)

B1/2, Q1/2, R1,
S1,

BGXX

B-Basis/ General Calendar

V1, 71/2, X1/2

BSXX

B-Basis/ Single-Track

CFEXX

C-Basis/ Four-Track

CSXX

C-Basis/ Single-Track

EGXX

E-Basis/ General Calendar

XXXX

X-Basis

ZXXX

Z-Basis

CXSX

C-Basis/Day-to-Day Sub

RXXX

Retiree

3GXX

GG-Playground Aides

XXXX

X-Basis

Part Time Hourly (monthly)

T1, 71
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Code Personnel Area Code Personnel Sub Area Code Employee Group Employee
Subgroup

3NBP [NB-Playground Supervisors Non-represented XXXX [X-Basis G Part Time Hourly (monthly) T1, 71
RXXX |Retiree

3NBX [NB-Community Representatives XXXX [X-Basis G Part Time Hourly (monthly) T1, 71
RXXX |Retiree

3NMX |NP-Medical Experts XXXX [X-Basis G Part Time Hourly (monthly) T1, 71
RXXX |Retiree

3NPX [NN-Professional Experts XXXX [X-Basis G Part Time Hourly (monthly) T1, 71
RXXX |Retiree

3NSX [NN-Student Workers XXXX [X-Basis H Part Time Hourly (semi-monthly) |T1
RXXX |Retiree

3NXX [NN-Unclassified Non-represented XXXX [X-Basis G Part Time Hourly (monthly) T1, 71
RXXX |Retiree

3YPX [YY-Personnel Commission Member AGXX |A-Basis/ General Calendar |A Full Time Salaried (monthly) Tl
RXXX |Retiree

3YYX |[YY-Board of Education Member AGXX |A-Basis/ General Calendar |A Full Time Salaried (monthly) Tl
RXXX |Retiree

9NEX [Non-Employee NONE |Non-Employee N Non-Employee Al, N2

P Benefits (no pay)
9NEC [Non-Employee-Charter School NONE |Non-Employee N Non-Employee N1, N3
P Benefits (no pay)
9REC [RC-Converted Retired Employees RXXX |Retiree P Benefits (no pay) N1, N3
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INFOTYPES

An Infotype is basically how data is stored in SAP. A group of Infotypes forms an
employee’s file. Each Infotype has its own date range to create an employee history.
The aim of the Human Resources component is to enable LAUSD to process employee
data in an effective structure. Infotypes are identified by their four-digit keys (for
example, the Basic Pay Infotype 0008). There are hundreds of Infotypes in SAP. The
following are just some examples.

Common Infotypes

0000 Actions - Displays an overview of all of the important changes related to an
employee, such as hire, reassignment, change of basic pay, termination,
retirement, and so on

0001 Organizational Assignment - Contains detailed information about an
employee’s position in the organization, including the position number, personnel
area, personnel subarea, payroll area, employee group and employee subgroup.
This Infotype contains the field that determines whether the payment of an
employee has to be sent to school location or US mail.

0002 Personal Data - Displays employee information, such as name, gender,
social security number, and birth date

0003 Payroll Status - Contains data that controls an employee’s payroll runs
and time evaluations; generally edited by the system only and is automatically
created when an employee is hired; the system automatically updates this
Infotype when the payroll is run, time is evaluated, or changes are made to the
payroll past for the employee

0006 Addresses - Contains an employee’s home, work, and emergency
addresses and phone numbers.

0007 Planned Working Time - Displays an employee's work schedule rule,
calendars, and TM status for a specific period of time.

0008 Basic Pay - Displays the employee’s pay scale information, such as pay
scale group/level and annual salary

0009 Bank Details - Used to store details of an employee’s bank accounts so
that direct deposit transfers can be made to the employee

0014 Recurring Payment/Deductions - Used to enter a recurring amount
and/or a value and a unit of measurement for a wage type that is paid or
deducted (Such as longevity, shift, tax shelter, union dues, agency fees, and
insurance). This Infotype is used to set-up recurring deductions in payroll that
may be established by an employee or by the district.

0015 Additional Payments — It is an Infotype used to set-up a one-time
payment or deductions, (for example, bonus, National Board Certification,
Semester Differential).

0016 Contract Elements - Data is stored that is related to the employee’s
employment contract. With the Contract type field, contracts of employment can
be subdivided in accordance with the planned duration of the work relationship
and the employee’s legal status.
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0019 Monitoring of Tasks - Monitoring of tasks for HR, Health Benefits, and
Contract activities that need to be tracked.

0021 Family Member/Dependents - Data concerning the employee’s family
members and other related persons is stored in the Family Members/Dependents
0022 Education - Education qualifications an employee has passed can be
stored in this Infotype. LAUSD’s system holds the information for degrees and
areas of study for the necessary employees.

0027 Cost Distribution - Determines how costs for an employee are to be
distributed to different account assignment objects. If the total sum of distributed
costs is less than 100%, the master cost center of the employee is debited for the
outstanding amount.

0028 Internal Medical Service - Results and dates referring to an employee’s
medical examination can be stored in the Internal Medical Service.

0034 Corporate Function - Utilized for maintaining employees on 10/90

0041 Date Specifications - Used to store important employee entry/exit dates in
the system which can be read by payroll. For example, District Hire Date,
Separation, and Re-Hire etc.

0077 Additional Personal Data - Stores personal information that is not stored
in the other master data Infotypes. Contains information on Ethnic Origin and
Veteran’s Status, as well as whether the person is enrolled in Medicare.

0094 Residence Status - Stores information regarding an employee’s residence
status as well as information regarding the compliance with the Immigration
Reform and Control act (IRCA), which requires every employer to verify that each
person hired can prove via documents their identity and their eligibility for
employment.

0105 Communication - An employee’s communication ID is valid for a certain
type of communication. It stores the system user name that is necessary for
using SAP-Business-Workflow and SAP-Office. The user name that was set up
in the subtype for the active SAP system is used for both of these applications.

It stores an employee’s communication data, for example the fax number or the
internet address.

0128 Notifications - Defines additional information that should be printed on the
employee’s remuneration statement

0167 Health Plans - Stores details of the health plans in which the employee is
enrolled, dental, medical, or vision. For each health plan in which the employee
participates, a separate record exists. Usually this Infotype is created and
updated in the enrollment procedures. The Infotype is used for payroll and for
evaluations of employee benefits data.

0168 Insurance Plans - Stores details of the insurance plans in which the
employee is enrolled; life insurance, optional life, spouse optional life, or
dependent life insurance. For each insurance plan in which the employee
participates, a separate record exists. Usually this Infotype is created and
updated in the enrollment procedures. The Infotype is used for payroll and for
evaluations of employee benefits.

0169 Savings Plans - Stores details of the savings plans in which the employee
is enrolled; retirement plan or tax sheltered annuities. For each savings plan in
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which the employee participates, a separate record exists. Usually this Infotype is
created and updated in the enroliment procedures. The Infotype is used for
payroll and for evaluations of employee benefits. (Must have an IT0171) set-up.
0170 Flexible Spending Accounts - Stores details of the Flexible spending
accounts (FSA) in which the employee is enrolled. For each FSA in which the
employee participates, a separate record exists. Usually this Infotype is created
and updated in the enrollment procedures. The Infotype is used for payroll and
for evaluations of employee benefits.

0171 General Benefits Information - Stores the benefit area, first program
grouping, and second program grouping assignments of the employee. This
record is essential for benefits processing. An employee must have a General
Benefits Information record before enrolling in a benefits plan.

0194 Garnishment Document - The garnishment document information is
stored in the Infotype Garnishment Document Infotype 0194. This Infotype must
be created before a garnishment order can be created.

0195 Garnishment Order - Stores the processing data for a garnishment
request. Which consist of the initial balance of the claim, periodic deduction
information, and supplementary information on non-exempt and exempt limits
0207 Residence Tax Area (IT0207) - The residence tax area is the group of
authorities to which an individual employee pays tax

0208 Work Tax Area - Records the amount of time an employee spends in each
locality other than their Residence Tax Area (IT0207) throughout the tax period;
typically defaults to “CA” for California

0209 Unemployment State - Used to set up and maintain the unemployment
state record for an employee

0210 Withholding Info W4/W5 US - Used to store the details from an
employee’s Federal Employee Withholding Allowance Certificates (Form W-4)
and from the employee's equivalent state and local Withholding Allowance
Certificates, if applicable

0221 Payroll Results Adjustment - Can be used to enter data for an
employee’s manual check, correct tax amount on W-2 and other tax forms, or
update the balances in a wage type

0234 Add. With. Info. US - Stores information for an employee that is used in
conjunction with the employee’s W-4 Withholding Information Infotype 0210 to
calculate withholding taxes for the employee. Payroll uses the information on
Infotype 0234 to calculate withholdings from special payments. The type of
supplemental method to be used to calculate the tax is also likely to differ with
each payment. For this reason, it may be advisable to create a new record for
each payment.

0235 Other Taxes US - Used to record alternatives to the standard calculation of
taxes for an employee

0267 Additional Off-cycle Payments - Used to enter additional off-cycle
payments, such as late time pay and contractual base pay adjustments prior to
go-live

2010 Employee Remuneration Information - Used to process manually
computed wages, bonuses, or other non-standard wage types

24 |Page



Payroll Concepts Manual

0302 Additional Actions - Enables the automatic logging of all of the personnel
action types that are performed for an employee on a specific date. It enables the
performance and documentation of several personnel action types for an
employee in the system on the same day as long as there is only one
employment status across all of these actions.

0377 Miscellaneous Plans - Stores details of the miscellaneous plans in which
the employee is enrolled. For each miscellaneous plan in which the employee
participates, a separate record exists. Usually this Infotype is created and
updated in the enrollment procedures. The Infotype is used for payroll and for
evaluations of employee benefits. At LAUSD the only miscellaneous plan is the
Employee Assistance Program

0378 Adjustment Reason - Stores adjustment reasons that determine the
changes an employee can make to his/her benefits. This Infotype allows the
tracking of adjustment reasons that have occurred. The type of adjustment
reason is the subtype of the record, and points to the permitted changes for the
adjustment reason.

0709 Person ID - In a concurrent employment SAP system, when a new
employee is hired, the system automatically creates the external person ID and
stores it in the Person ID Infotype 0709. If another personnel assignment is
created, the person ID is transferred by the copy mechanism for Infotypes. The
Person ID at LAUSD is equivalent to the initial PERNR the employee is assigned
by the system. For employees who transferred to SAP from the legacy system on
1/1/2007, the Person ID and first PERNR are equal to their legacy employee
number.

0712 Main Personnel Assignment - The personnel assignment of a
concurrently person that should be valid as the main personnel assignment for a
certain grouping reason.

2001 Absence - Periods during an employee’s planned working time in which he
or she is not on-site are recorded. Created during the Time Transfer process
during which the inputs that timekeepers make into CATS are transferred to this
Infotype.

2002 Attendance - Used to record worked times for an employee. For LAUSD all
Attendance IT2002 records are created from CATS entries during the Time
Transfer process.

2003 Substitutions - Allow short-term deviations to an employee’s work
schedule and pay.

2006 Absence Quotas - Used to manage time accounts that represent an
employee’s absence entitlements or time benefits.

2012 Time Transfers - Allow changes to be made to the time balances that have
been calculated in time evaluation.

2013 Quota Corrections - Used to change absence entitlements that are
generated by time evaluation.

2051 Monthly Calendar - The Monthly Calendar displays, in a monthly format,
an employee’s working time or substitutions that have been made on IT2003.
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Infotypes used in Payroll Processing

At LAUSD, an employee is processed for payroll during a major payroll run, a scheduled
off-cycle run, or special off-cycle run. During these runs, a large amount of data is used
by the payroll program to calculate payment for work performed by each employee.

Required Infotypes for Payroll Processing
If the following Infotypes are not set-up correctly for an employee, payroll will generate
errors or inaccurate results:
e Actions (ITO000)
Organizational Assignment (ITO001)
Personal Data (IT0O002)
Payroll Status (ITO003)
Addresses (ITO006)
Planned Working Time (ITO007)
Basic Pay (ITO008)
Bank Details (ITO009)
Residence Tax Area (IT0207)
Work Tax Area (IT0208)
Unemployment State (IT0209)
Withholding Info W4/W5 US (IT0210)

Infotypes used in Time Management

Planned Working Time (ITO007)
Quota Compensation (ITO416)
Absences (IT2001)
Attendances (IT2002)
Substitutions (IT2003)

Absence Quotas (IT2006)
Quota Corrections (IT2013)

Infotypes used in Benefits

Flexible Spending Accounts (ITO170)
General Benefits Information. (IT0171)
Eligibility
Insurance Plans (IT0168)
Saving Plans (IT0169)
> 403b
> 457b
» Retirement System
e Health Plans (IT0167)
» Medical
» Dental
> Vision
e Family Member/Dependents (IT0021)
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e Additional Personal Data (IT0O077)
e Miscellaneous Plans (IT0377)
e Adjustment Reasons (IT0378)

Subsequent Payroll Activities

Pre-DME (Data Medium Exchange)
The Pre-DME program runs after every payroll to create payment files. These files in
turn are used to create a printable check file, or an ACH file for direct deposits.
e Bank details from ITO009 are gathered for all employees who will receive a
payment based on the payroll run.
e Employee’s address information is gathered to be used in the check printing file,
and warrant printing file
e The information from ITO0O01 on where to distribute the checks and warrants
(school location or US mail) are gathered to help the programs know how to sort
the checks and warrants

3PR and FI/CO posting
After Pre-DME, Third Party Remittance and Financials and Controlling posting
runs are run to create the garnishment payment amounts and allocate the payroll costs
to the various cost centers.
e Garnishment information from IT0194 and ITO195 are used, along with payroll
results for the withheld amount to create the garnishment payments
e Cost allocations are pulled from ITO001, absences and attendances on IT2001
and 1T2002, and cost allocations from ITO014 and ITO015 to create the posting
documents for FI/CO

Infotypes linked to HR Action

Dynamic Action
When data in a field is entered or changed in one Infotype, the change automatically
updates a field in a different Infotype.

Action
Used to create and process changes to an employee’s record. Each personnel action
contains the Infotype(s) that must be maintained to perform that task automatically.
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ACTIONS WITH INFOTYPES

AA Absence - Paid Al Absence - Unpaid MT Additional Assignment
0000 Personnel Action 0000 Personnel Action 0000 Personnel Action
0001 Organizational Assignment 0001 Organizational Assignment 0001 Organizational Assignment
0019 Monitoring of Tasks 0019 Monitoring of Tasks 0007 Planned Working Time
0007 Planned Working Time 0007 Planned Working Time 0008 Basic Pay
0008  Basic Pay 0008  Basic Pay 0014 §§§::22t95 Deductions

0712 Main Personnel Assignment
cw Change in Work Schedule LI Leave of Absence - Unpaid
0000 Personnel Action 0000 Personnel Action NN 10/90 lliness Accrual
0001 Organizational Assignment 0001 Organizational Assignment 0000 Personnel Action
0007 Planned Working Time 0019 Monitoring of Tasks 0001 Organization Assignment
0008 Basic Pay 0007 Planned Working Time 0034 Corporate Function

0008 Basic Pay

HN New Hire OR Reassignment
00000 Personnel Action LA Leave of Absence - Paid 0000 Personnel Action
000002 Personal Data 0000 Personnel Action 0001 Organization Assignment
00001 Organizational Assignment 0001 Organizational Assignment 0007 Planned Working Time
(10006 Addresses 0019 Monitoring of Tasks 0008 Basic Pay
0077 Additional Personal Data 0007 Planned Working Time 0014 Ez)(;rl:wrgr?t%/Deductions
00007 Planned Working Time 0008 Basic Pay 0016 Contract Elements
(0008 Basic Pay
00009 Bank Details HC New Hire Non Employee RC iggi%inmilr?tsed
0014 E:;::]rgr?t% /Deductions 0000 Personnel Action 0000 Personnel Action
00210 \(/é%holdmg Info W4/W5 US 0002 Personal Data 0007 Planned Working Time
00210 \(/I\:/:gg;oldlng Info W4/W5 US 0001 Organization Assignment 0008 Basic Pay
0028 Internal Medical Service 9000 Credentials 0014 ﬁg;:gggm ductions
0094 Residence Status 0006 Addresses 0015 Additional Payments
9001 Licenses - 9001 0077 Additional Personal Data
0022 Education 0022 Education CB Change of Basic Pay
0016 Contract Elements 0024 Qualifications 0008 Basic Pay
9000 Credentials - 9000
*0019  Monitoring of Tasks HP New Hire Student Workers CD Create Payments
*0041  Date Specifications 0000 Personnel Action 0014 Eg;:g:g Deductions
*0105  Communications 0002 Personal Data 0015 Additional Payments
*0169  Savings Plan 0006 Addresses
*0171  General Benefits Information 0007 Planned Working Time CP Change of Personal Data
*0207  Residence Tax Area 0008 Basic Pay 0002 Personal Data
*0208  Work Tax Area 0009 Bank Details
0209  Unemployment State 0210  Withholding Info WAWS US cs ggirc‘?fr;” Enterprise
*0709  Person ID 0001 Organizational Assignment
0712 Main Personnel Assignment 0007 Planned Working Time

0008 Basic Pay

*%

Mandatory Infotypes for Payroll

Created by System (Dynamic Action)

Will only display if previously created
for employee; need to delimit
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Return from Long Term

R Rehire SR Retirement RL Leave

(10000 Personnel Action 0000 Personnel Action 0019 Monitoring of Tasks

000002 Personal Data 0007 Planned Working Time 0001 Organizational Assignment
(00001 Organizational Assignment 0008 Basic Pay 0007 Planned Working Time
(10006 Addresses 0105 Communication** 0008 Basic Pay

0077 Additional Personal Data 0167 Health Plans**

00007 Planned Working Time 0168 Insurance Plans**

(10008 Basic Pay 0169 Savings Plans** TT Termination

00009 Bank Details 0170 Zlfgcl)tl)llgtggendlng 0000 Personnel Action

0014 Iszsrirgrr:g/Deductions 0377 Miscellaneous Plans** 0001 Organizational Assignment
00210  Withholding Info W4/W5 US 0027 Cost Distribution* 0019 Monitoring of Tasks

00210  Withholding Info W4/W5 US 0712 Main Personnel Assignment 0712 Main Personnel Assignment
0028 Internal Medical Service 0007 Planned Working Time
0094 Residence Status SS Separation 0008 Basic Pay

9001 Licenses - 9001 0000 Personnel Action

0022 Education 0001 Organization Assignment

0016 Contract Elements 0007 Planned Working Time

9000 Credentials - 9000 0167 Health Plans (optional)

*0019  Monitoring of Tasks 0168 Insurance Plans (optional)

*0041  Date Specifications 0169 Savings Plans (optional)

*0105  Communications 0170 I(:(lzglé)rllzl)Spendlng Accounts

*0169  Savings Plan 0377 ?glst?glllglr;eous Plans

*0171  General Benefits Information 0016 Contract Elements**

*0207  Residence Tax Area 0105 Communication (optional)

*0208  Work Tax Area 0712 Main Personnel Assignment

*0209  Unemployment State

*0709  Person ID

0712 Main Personnel Assignment

*%

Mandatory Infotypes for Payroll

Created by System (Dynamic Action)
Will only display if previously created
for employee; need to delimit
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BASIS

A basis is a set number of paid days in a school or fiscal year. Certificated paid days
consist of instructional days and holidays. Classified paid days consist of work days,
holidays, and vacation days.

LAUSD Basis Chart

. Certificated Basis

Basis Instructional Days Legal Holidays School Holidays* Total Paid Days
A 249 12 - 261
B 197 11 13 221
C - Single 182 9 13 204
C -4 Track 182 9 13 204
E 210 11 13 234

School Holidays* = Winter and Spring break holidays

Il. Classified Basis

Basis Work Days Legal Holidays Vacation @ ‘ Total Paid Days

A 249 12 -- 261
B 197 11 13 221
C 182 11 11 204
E 210 11 13 234
F~ 236 11 7 254

@ Mandatory Vacation for School-based Classified Employees
A F Basis is applicable to Food Services staff only at 4-Track schools. The number of
days varies from school year to school year.

Note: This does not reflect any furlough day reductions.
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Assignment Basis Character

A

From July 1 to June 30, inclusive. Certificated and Classified employees are
eligible to be assigned to this basis.

221 total paid days, excluding Saturdays and Sundays but including legal and
school holidays. The total paid days can occur at any time between July 1 to
June 30. A Regular B-basis starts in the middle of August. While an Early Start,
and Balanced Traditional, can start as early as July. Notwithstanding any other
provision to the contrary, the annual hours of paid holidays and related benefits
for a unique B-basis are to commensurate with those for a Regular B-basis. This
basis is applicable to Certificated and Classified personnel.

204 total paid days excluding Saturdays and Sundays but including legal and
school holidays from the first day of the fall semester to the last day of the spring
semester, inclusive. As an exception, the 204 days of assignment for employees
in a year-round school may take place at any time from July 1 to June 30. A
Regular C-basis starts in August. A 4-Track, C-basis can start as early as July.
This basis is applicable to most school site personnel.

234 total paid days, excluding Saturdays and Sundays but including legal and
school holidays, occurring during the period of assigned time as designated by
the Superintendent or his or her authorized representative. Such assignment
shall include the period from the first day of the fall semester to the last day of the
spring semester, inclusive. A Regular E-basis starts at the conclusion of July.
While Related Services and Central Office Option E-basis can start at the
commencement of July. This basis is applicable to Certificated and Classified
personnel.

Number of paid days varies each year. This basis is applicable to Food Services
staff only assigned at 4-Track schools.

Periods of assignment, as needed, not otherwise defined herein, including
assignments in substitute, temporary, and relief status and the unclassified
service). For use when an employee is not performing regular duties or when the
employee is performing regular duties and the assignment is 10 working days or
less.

The period between the ending date of an employee's assignment basis in one

school year and the beginning date of the regular basis for the following school

year, the periods of unassigned time, or the intersession periods for year-round
school employees. This is restricted to employees having regular status in other
than A Basis positions. For use when an employee is performing regular duties

and the assignment is more than 10 working days.
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Note: F basis is only for Food Services employees at a year round school at the time of
conversion. The agreement with the bargaining units is that this will go away with
all year round schools. No new employees may be assigned to this basis.
Employees currently on F will continue to be on this base at this time.
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PAYROLL AREA

A grouping of employees with the same covered pay period and paid at the same date.
LAUSD is divided into (4) payroll areas namely: Certificated (CE), Classified (CL), Semi-
monthly (SM), and Retirees (RN).

{

-

Certificated l Classified

4{ LAUSD I
\_;4‘/'
Semi-Monthly Retirees/Non-

Employees

Payroll Frequency

e CE Payroll — Paid every 5™ of the month. If the 5™ falls on a weekend, the payday
will be the Friday previous to the 5. Covering the period from the 15tthrough the
end of the month prior to the payday.

e CL Payroll - Paid at the last working day of the month. Covering the period from
the 15t through the end of the month.

e SM Payroll — Paid every 8" and 23 of the month. If the 8™ or 23" falls on a
weekend, the payday will be the Friday prior to the scheduled date. Payday (8)
cover period 16™ through the end of the month. Payday (23') cover period 15t
through 15" day of the month.

Month At-A-Glance

Certificated pay period beginning from the 1st to the end of the month _
Scheduled Off-Cycle -
Semi monthly pay period 16th to the end of the
month
1st
Classified pay period beginning from the 1st to the end of the month _
1st
Semi monthly pay period 1stto the 15th -

Legend [ Final Time & HR Cut.off

- Payroll Processing
- Pay Day

1st

16th
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CALENDARS

Payroll Calendar/Schedule
A payroll calendar is a schedule that designates workdays, holidays, off-track days, and

unassigned/unpaid days in a school or fiscal year. The designated school and legal
holidays vary according to the assigned work periods on each type of calendar.

In SAP, a payroll calendar is the equivalent of a Work Schedule Rule (WSR). It is an
assignment feature used to specify a reference date for a period work schedule.

All employees must be assigned to a defined work schedule in the system. The
assigned work schedule determines how the employee should be time reported in a
given period.

General Types of Payroll Schedules
Single-Track (Traditional)

Four-Track (90/30)

Special Calendars (Non-Standard)
4/40 & 9/80

I.  Single-Track
a. A Single Track calendar schedule provides (180) days of instruction for

Elementary and Secondary schools in order to comply with Education
Code Section 46200.

b. Two Pupil-Free/teacher preparation days. The approved dates are
provided annually by the Board of Education Report.

c. Twenty-two Legal and School Holidays. The dates are provided annually
by the Board of Education Report.

d. Unassigned, non-workdays approved dates are provided annually by the
Board of Education Report.

e. A type of calendar schedule used at non-year-round school sites.

II. Four-Track

a. A Four-Track Year-Round calendar schedule provides (180) days of
instruction for Elementary and Secondary schools in order to comply with
Education Code Section 46200.

b. Two Pupil-Free/teacher preparation days. The approved dates are
provided annually by the Board of Education Report.

c. Twenty-two Legal and School Holidays. The dates are provided annually
by the Board of Education Report.

d. Personnel staff assigned to this calendar schedule will have alternating
periods of (90) On-Track days and (30) Off-Track days.
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Ill. Special Calendars

a. A Special or Unique calendar schedule that is created specifically

b.

C.

according to the user or locations needs.

Total Workdays, Legal & School Holidays are driven by the basis type. For
example; Special C-basis calendar would still be equal to (204) paid days.
Unassigned and non-workday dates must be specified by the user.

IV. 4/40 & 9/80

a.

A 4/40 calendar schedule allows employees to work (4) days at (10) hours
per day during a week and have one scheduled day off each week (total of
40 hours each week). For additional information regarding compressed
work week schedules, please refer to the Office of the Superintendent,
Memorandum No. 49, “Compressed Work Week Guidelines, June 4,
1990".

A 9/80 calendar schedule involves pairing work weeks so that employees
are allowed to work (9) days and have one scheduled day off. The (9)
work days consist of (8) days of (9) hours each day and (1) day of (8)
hours (total of 80 hours for two weeks). For additional information
regarding compressed work week schedules, please refer to the Office of
the Superintendent, Memorandum No. 49, “Compressed Work Week
Guidelines, June 4, 1990”.

For School Police (Unit A), employees may be assigned 3 day work-week
(40 hours/week).
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Where to Acquire Payroll Calendars
Payroll Administration staff creates the master payroll calendars and appropriate sign
in/out cards following the Board approved holidays & work days. These templates are
uploaded in the website that can be accessed and printed by all school and office sites,
around the middle of June every year.

Visit the Los Angeles Unified School District/Payroll Administration
website at: Payroll Administration / Calendar/Time Cards

Click on the “Calendar/Time Cards” link.

*§ SelectLanguage | ¥

Skip navigation

Home About LAUSD
Payroll Administration
* Home

© cCalendar / Time Cards I

F 2016-2017
b 2015-2018
b LAUSD MyPay
® Payroll Forms
© Payroll Information
@ Bargaining Unit Information
* SEIL
P Retirement Information

¥ Time Reporting and Time
Approving Information

* Resources

» w-2/ Tax Info

Employment

Los Angeles Unified School District
Investing in LAUSD

Find a School

SUPERINTENDENT BOARD OF EDUCATION

can't find something?

SIGN IN

>

(SYFRENCRE] = [ElFN

Offices Quick Links

2016-2017 Payroll Pay Dates View pay dates for the remainder of the school year for Certificated,
Classified and Semi-Monthly employees

2016 - 2017 PAYROLL CALENDARS AND SIGN IN/OUT CARDS

CALENDARS SIGN IN/OUT CARDS

2016-2017 CERTIFICATED A BASIS 2016-2017 CERTIFICATED A BASIS
2016-2017 CERTIFICATED ADULT SCHOOLS & 2016-2017 CERTIFICATED ADULT SCHOOLS &
CENTERS CENTERS

2016-2017

CERTIFICATED B BASIS OFT 4

2016-2017 CERTIFICATED B BASIS OFT 4

2015-2017

CERTIFICATED B BASIS OPT &

2016-2017 CERTIFICATED B BASIS OPT &

2016-2017

CERTIFICATED B BASIS 8HR SPE

2016-2017 CERTIFICATED B BASIS 8HR SPE

2016-2017

CERTIFICATED B BASIS GHR SPE

2016-2017 CERTIFICATED B BASIS GHR SPE

2016-2017

CERTIFICATED B BASIS OPT 7

2016-2017 CERTIFICATED B BASIS OPT 7

2016-2017

CERTIFICATED E BASIS OFT 4

2016-2017 CERTIFICATED E BASIS OFT 4

201656-2017

CERTIFICATED E BASIS OPT 5

2016-2017 CERTIFICATED E BASIS OPT 5

2016-2017

CERTIFICATED FOUR TRACK 90-304

2016-2017 CERTIFICATED FOUR TRACK 90-304

2016-2017

CERTIFICATED FOUR TRACK 90-30B

2016-2017 CERTIFICATED FOUR TRACK 90-30B

2016-2017

CERTIFICATED FOUR TRACK S0-30C

2016-2017 CERTIFICATED FOUR TRACK S0-30C

2016-2017

CERTIFICATED FOUR TRACK 90-300

2016-2017 CERTIFICATED FOUR TRACK 90-300

2016-2017

CERTIFICATED SINGLE TRACK B BASIS

2016-2017 CERTIFICATED SINGLE TRACK B BASIS

2015-2017

CERTIFICATED SINGLE TRACK C BASIS

2016-2017 CERTIFICATED SINGLE TRACK C BASIS

2016-2017

CERTIFICATED SINGLE TRACK E BASIS

2016-2017 CERTIFICATED SINGLE TRACK E BASIS

-
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WORK SCHEDULE RULE

Evaluating work performed by employees and determining employee availability within
LAUSD is essential for an integrated system. It facilitates schools and offices in
developing their budget; planning of projects; flexibility to provide the instructional days
for students; it’s also a key factor in processing annualized employees.

An employee’s Planned Working Time (Infotype 0007) is represented in a work
schedule. The work schedule is generated from a period work schedule and public
holiday calendar. The period work schedule comprises a set sequence of daily work
schedules. The daily work schedule contains information on a day’s working time. The
period work schedule is applied to the calendar. The work schedule rule encompasses
all the specifications required to define a work schedule.

The Planned Working Time Infotype contains the time management information for the
assignment, including the employee’s work schedule rule (calendar/basis/track), daily
hours, and time management status.

Display Planned Working Time
T work schedule

Pers. No. Pers.Assgn SECONDARY TEACHER / 11100736 ..El
Personnel No Name
EE group & FT Salaried mthty ~ Personnel ar 2UTK UU-Teachers (K-12/Sp Ed)
EE subgroup  R1 Regular/Permanent Status Active
Start 07/01/2012 To 12/31/9998 | Chg. 05/25/2012 MRCSTRIRI0O1
Work schedule rule

Work schedule rule 1cr06JBB  Single,Ce,Cbas,6hr

Time Mgmt status 9 - Time evaluation of planned times El

Part-time employee

Working time

Employment percent 100.00

Assignment Hours 6.00

Weekly working hours 30.00

Monthly working hrs 102.00

Annual working hours 1224.00

Weekly workdays 5.00

Additional fields

FTE 0.00

Benefit Hours 0.00 / EE’
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The Work Schedule Rule determines which period work schedule is used to set up the
work schedule, and the day of the period as of which it applies. The work schedule rule
consists of workdays, holidays (school & legal), off-track days and unassigned/unpaid
days based on basis/plan/track and employee’s work pattern. The work schedule is
used as the basis for time data evaluation.

The Time Management status indicator is assigned to employees who take part in
time evaluation.

It controls selection parameters for the time evaluation report RPTIMEOO. You can use
the indicator to trigger different types of processing in time evaluation:

0 — No time will be allowed to be reported. This assignment does not run through
time evaluation

1 — This assignment is processed through time evaluation based only on the
absences and attendances that are reported by the timekeeper. Payment is
processed strictly based on reported time.

9 — This assignment is processed through time evaluation based on the hours
the employee is scheduled for in their work schedule rule, and any additional
absences or attendances that the timekeeper has reported.
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Positive Time (TMS=1) vs. Negative Time (TMS=9)

Positive Time reporting is the recording of actual times. Time Keepers must report all
attendance and absence codes and wage types for all hours. For example, employees
who are working part-time, teacher’s assistants, instructional aides, cafeteria workers,
bus drivers, or substitutes are positively time reported.

Note: For annualized employees who are TMS=1, the employee MUST be time
reported every pay period. This will avoid a negative annualization settlement at the end
of the school year.

Negative Time reporting means that employees’ planned working times from their
personal work schedule are used to populate their regular time through the process of
time evaluation. Only deviations from their work schedule are REQUIRED TO BE
REPORTED for them (i.e. absences, additional time, etc.). Employees with regular full-
time work schedule include Principals, Teachers, Administrators, Custodians, and Plant
Managers, etc.

Special Notes on Anticipating Time
Bulletin 6053.1, Elimination of Advanced Reporting of Hours, Mileage and Differential
Pay, dated January 9, 2017 states that office and school administrators are responsible
for ensuring that the following are accomplished:
e All employees’ time MUST be carefully reviewed and certified by the payroll cut-
off.
e Anticipation of hours beyond the current pay period is not an acceptable practice
and should not be performed.
¢ All non-core/additional, differential and mileage pay MUST not be anticipated.
e Do not anticipate time for employees that DO NOT earn illness and/or vacation
benefits, and/or that DO NOT follow a regular work schedule, even in the current
pay period.

What Is Anticipated Time?
Pay periods for classified and certificated employees cover the first of the month

through the last working day of the month. The cut-off and payroll process takes place
prior to the last day of the pay period to ensure all classified and certificated employees
are paid on their pay date. Anticipating time is reporting time (regular hours, benefits,
and additional/non-core hours) for an employee before the day has been worked by the
payroll cut-off date.

No employee is eligible to have ANY time anticipated past the current pay period.
Employees who are eligible to have their time anticipated should only be time reported
until the end of the current pay period. Employees who are not eligible to have their time
anticipated will receive pay for all regular and additional hours worked up to the cut-off
date.
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Employees Eligible for Anticipation of Time

All negative reported (TM9) Employees: Time is automatically anticipated until
the end of the current pay period via their calendar/work schedule.

Positive Reported (TMS 1) Employees who follow a District published
calendar: TMS 1 employees that follow a District published calendar earn
illness/vacation benefits. A District published calendar is specifically designed to
follow a particular work schedule and are assigned to A, B, C or E Basis
calendars.

Employees NOT Eligible for Time Anticipation

Positive Reported (TMS 1) Employees that don’t follow a District published
calendar: TMS 1 employees that don’t follow a District published calendar do not
earn illness/vacation benefits. These employees have no definite work scheduled
and are assigned an X Basis work schedule rule.

Effective February 16, 2016, time keepers will be restricted from time reporting
beyond the current date for Personnel Areas 2FDX, 2FNX, and 3GXX.

Personnel Job Classification
Area

2FDX Teacher Assistant, Degree
2FNX Teacher Assistant, Non-Degree

Community Representatives Qut of School Program Helper
3GXX Supervision Aide Out of School Program Worker
School Supervision Aide Out of School Program Supervisor
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Work schedule ruie
Work schedule rube 1CADG Single,Ce,Chas Bhr
Time Mgt status 99 - Tirme evaluation of planned tirmes |

1st Character
G = General Calendar
1 = Single Track

4 = Four Track

A = Adult Ed

B for B basis —three options For Example:

2nd Character @ \.

A = A Basis Assighment (260/261/262 days)

B = B Basis Assignment (221 days) 1 CAO 6
C = C Basis Assignment (204 days) L] )
E = E Basis Assignment (234 days)

X = X Basis Assignment (Sub, temporary & relief)
Z = Z Basis Assignment (Intersession & Unassigned periods

3rd Character

Assigned Track:
“ "=no Track @
A/B/C/D = Which calendar at Four Track School

4" and 5™ Characters @
Daily Planned Hours: 06, 08, 04, 03

Note 2: Daily planned hours may be different from Daily working hours

For part-Time Employees: Select the highest number of hours the employee can work in the assignment.

6" thru 8™ Characters
Indicate Special Calendars:
OP1/2/3: Three different options for B-Basis
CAF: Cafeteria C&Z
SPE: E-Basis related services (APE, AT, LAS, OT, PT)
JBB: Early Start Calendar
1/2/3/4/5: Represent the different off-day for 9/30 and 4/40 work schedules for A Basis
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ASSIGNMENTS

Certificated Assignment

Certificated assignment is an appointment assigned to a certificated employee. A
certificated employee refers to an employee who holds one or more documents such as
a certificate, a credential or a life diploma engaged in a school service as authorized in
his/her license.

Classified Assignment

Classified assignment is an appointment assigned to a classified employee. A classified
employee refers to an employee of the school district employed in a position not
requiring certification qualifications.

Unclassified Assignment

Unclassified assignment is an appointment assigned to an employee not identified as
classified or certificated service. Unclassified assignments can be an appointment “as
is” or in addition to a regular appointment.

X-Basis Assignment

A temporary assignment:

When an employee is not performing regular ongoing duties

When an employee is performing regular duties for ten (10) working days or less
Assigned to all teacher assistants

In general, X basis employees do not receive holiday and illness benefits

Z-Basis Assignment

e An assignment is restricted to an employee in a regular status other than an A
basis position during an off-basis/off-track period. Period of assignment is for
more than ten (10) working days.

e In general, a Z basis employee receives holiday and illness/personal necessity
benefits.

e A holiday occurring within the summer session or multi track intersession Z basis
assignment is unassigned and unpaid for certificated employees, per agreements
with UTLA and AALA.

e A holiday occurring during the Z basis assignment is paid for classified
employees if it is a holiday that is not paid during the regular basis assignment
and the employees are in paid status on either side of the holiday.

Intersession/Summer Assignment
e Intersession Assignment - An assignment assigned to an employee working at
Multi-Track calendar school at various times during the year.
e Summer Assignment - Applies to employees working at a Single Track calendar
school during their unassigned days (typically June, July, and/or August).
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» Certificated Assignments - as authorized by the UTLA and the District
Collective Bargaining Unit Agreement, Article XX, employees shall be paid
only for the actual days/hours of the intersession/summer assignment.
Holidays that fall prior to or at the end of intersession/summer shall be
unassigned and unpaid.

» Classified Assignments - Non-A basis staff may be assigned as Z basis
during summer session. Classified employees are entitled to holiday pay that
occurs during an intersession/summer period only if it is not a holiday that is
already paid during their regular school year assignment. In other words, the
employee should not be paid twice for the same holiday.

Special notes for intersession/summer assignment

e Certificated Salary - A contract teacher assigned to a summer session or an
intersession position which is time-reported for four hours or less will receive a
salary rate equal to 1.09224 times the hourly rate derived from his/her pay period
rate.

e An administrator and/or teacher assigned to a full time (6-8 hours) position —
such as at an extended year program or development center — will receive
his/her regular hourly rate of pay.

e Pay is allowed for absences e.g., bereavement, iliness, personal necessity,
family care and medical absence leave under the same limitations that apply
during the regular session.

e A principal assigned to more than one school and/or an employee that performs
intersession/summer related duties requiring travel is entitled to mileage
reimbursement.

Auxiliary Assignment

An Auxiliary assignment is an appointment to a secondary school teacher or JROTC
Instructor assigned to teach one additional regular class period each day. They shall be
assigned on the appropriate basis and shall be paid at their contract hourly rate.
Auxiliary teachers shall be paid only for time actually served. Auxiliary assignment is
not paid when the employee is not physically present at the school i.e. illness, PN, MS.
Assignment as an auxiliary teacher may be terminated at any time.

Relief Assignment
Relief assignment is an appointment to a limited-term position that is established for not
more than six months. This type of assignment applies to classified employees.

Substitute Assignment

A substitute assignment provides a temporary replacement in the absence of a regular
employee. The substitute employee is only reported for actual time worked.

General Types of Substitutes:
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Certificated Substitutes

Day-to-day Substitute. These substitutes are assigned as needed on a day-to-
day basis. A day-to-day substitute is paid a daily base rate. A substitute teacher
is not entitled to holiday and iliness/personal necessity benefits. In lieu of holiday
and illness/personal necessity benefits, a substitute employee may be paid a
continuity rate of $10.00 per day after completion of 130 days of service. A
certificated substitute who has previously accrued illness hours through another
assignment has the option to use these illness hours during his/her substitute
assignment only with the authorization of the administrator of school site they are
working at. Completion of 100 days (600 hours) of substitute service in a given
school year entitles the employee to medical benefits in the following school
year.

» A contract teacher working as a day-to-day substitute is a teacher who
works during his/her off-track or unassigned time. Substitute service is
reported for the actual time worked by the location where the employee
provides the substitute service. A contract teacher working as a day-to-
day substitute is paid the substitute base rate or if eligible, the incentive
substitute pay rate. A Request for Personnel Assignment (RPA) is not
required. The substitute pay is subject to retirement deduction. The
provisions of AB 2700 effective July 1, 2002, and enhances members'
benefits by expanding the types of service and compensation that are
creditable to CalSTRS for retirement purposes. Compensation for summer
school and intersession along with stipends for extra duties performed are
now creditable. In addition, contributions by the member and the employer
on compensation earned for service in excess of one year will be credited
to the member's Defined Benefit Supplement, or DBS, account at the end
of the fiscal year.

An extended day-to-day substitute is a day-to-day substitute who serves for
more than 20 consecutive working days in the same assignment in place of the
same absent employee or in the same unfilled position, in regular K-12. After
completion of the twenty (20) consecutive working days required, the school
prepares and submits a “request” to a Personnel Specialist to process an
assignment for the employee as an extended day-to-day substitute. This form
can be submitted online at http://achieve.lausd.net/Page/1550 . The employee
shall be paid the extended day-to-day substitute rate retroactive to the beginning
date of the assignment. Days used by the substitute for iliness, bereavement
shall not be counted as extended service and shall not constitute a break in the
consecutive working days requirement. Upon the termination of the extended
assignment, the substitute shall return to and be paid as a day-to-day substitute.

An incentive plan substitute is a substitute who serves in schools of particular
need as determined by the District and thereby qualifies for the daily incentive
rate. The incentive plan is applicable to school nurses and to substitute teachers
who are serving in place of regular K-12 program employees paid on Preparation
Salary Table during the September-June academic year. For more information,
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please refer to LAUSD Policy Guide; Certificated; Pers. Research (10-11-10).
See Appendix A: Day to Day Substitute Information (Policy Guide A 5)

Teacher Assistant Assignment - This is a certificated assignment for an
employee who assists in the preparation, presentation, and follow-up of
instructional activities.

All Teacher Assistants are, on a continuing basis, required to be enrolled in, and

successfully complete, college courses as described below.

> Degree Track: A minimum of 12 college semester units (or equivalent quarter
units) must be successfully completed each school year. The units must be in
courses leading toward a baccalaureate degree and a teaching credential.

» Non-Degree Track: Enroliment in a college course at all times during the
September-June school year. Such coursework must be successfully
completed and result in receipt of college units or credit.

All teacher assistants must be enrolled in a participating accredited public or
private college, university, or community college at the time of employment
approval, as well as during the period services are rendered as a Teacher
Assistant. Enrollment during the previous semester or quarter qualifies for an
assignment during the summer.

Teacher Assistants who meets the qualifications set forth below shall receive one
of the following differentials. An employee shall be eligible for only one such
differential, and it shall be the highest amount for which the employee qualifies. All
differential require certification from the appropriate Local District
Superintendent/Division or Branch Head that in addition to regular duties, the
employee is required routinely to speak, interpret and write a specific non-English
language, or communicate fluently in sign language. If such certification is
withdrawn due to the language skill no longer being required, the differential shall
no longer be payable.

All Teacher Assistants shall accrue paid non-work day benefits. Employees who
have achieved "Degree Track" status shall accrue .0445 hours of credit for each
hour of paid Teacher Assistant service. Non-Degree Track Teacher Assistants
shall accrue at the rate of .0167 hours. However, accrual shall exclude hours for
which overtime premium is paid.

Teacher Assistants are subject to an agency fee deduction based on the rate set
by Local 99 (Unit F). They are also subject to the State Disability Insurance (SDI)
deduction. SDI coverage is mandatory. The employee pays the full cost of this
coverage. In addition, Teacher Assistants are covered by Public Agency
Retirement System (PARS).
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Notes on Salary Rates for Certificated Substitutes

Paid Non-Working Day for A Certificated Substitute - In lieu of the previous
lump sum payments for paid nonworking days, a certificated substitute serving in
place of an employee who is paid on the Preparation Salary Table has the
accrual factor of 0.11364 folded into his/her rate of pay. All other substitutes,
such as Development Center and Children Center substitutes, will have the
accrual rate factor folded into their rate of pay retroactively after they have been
in paid status for the equivalent of 35 full-time days from the beginning of the
school year.

Classified Substitutes

A classified day-to-day substitute does not have a regular assignment and is only paid
for time worked. A classified substitute is not entitled to holidays, illness/personal
necessity benefits, bereavement (refer to Collective Bargaining Unit Agreement), and
jury duty absences. Completion of 100 days (800 hours) of substitute service in a given
school year entitles the substitute to medical benefits in the following year.

Instructional Aide Assignment - This is a classified assignment. Instructional
Aides work sixty (60) hours per pay period to assist in the preparation,
presentation and follow-up of instructional activities. Instructional Aides are
eligible for the same language differentials as other classified employees.

» Instructional Aides are subject to an agency fee deduction based on the rate
set by Local 99 (Unit B). They are also subject to the State Disability
Insurance (SDI) deduction. SDI coverage is mandatory. The employee pays
the full cost of this coverage. In addition, Instructional Aides are covered by
Public Agency Retirement System (PARS). For additional information, call
the Instructional Assistance Personnel Office at (213) 241-3900.

Hiring Hall - This is a temporary assignment. Employees are covered by PARS

retirement. This position is eligible for SBTM hours. Employees are subject to
SDI deductions and are paid in the SM payroll area.

46 | Page



Payroll Concepts Manual

Summary of Benefit Payments for “X”, “Z” or Substitute Assignments
for Certificated Employees

Benefits X Basis Contract Teachers “Z” Basis
working as “Subs”

Holiday No No No (2) (6)
lliness No No Yes (1)
Personal Necessity No No Yes
Bereavement Yes Yes (2) Yes
Industrial Accident Injury | Yes Yes Yes
Jury Duty No No (3) No (3)
Subpoena as Witness No Yes (2) Yes
Vacation No No No (4) (5)

(1) On an earned basis.

(2) The leave is not valid if the employee has been released from the assignment
before the effective date of the leave.

(3) May be paid for jury duty within the period of assignment.

(4) With the approval of the immediate administrator and division/branch head, the
employee may use previously earned vacation.

(5) Eligible to accrue vacation based on assignment eligibility.

(6) Certificated employees will not get any holiday pay for z-time except Adult Ed
teachers (PA=2UTA).

Conditions
e Must be in paid status during any portion of the last working day of the
assignment preceding the holiday, or during any portion of the first working
day of the assignment following the holiday.
e Holidays must be reported in the timesheet for Adult Ed (PA=2UTA).

See Appendix K: Designation of Holidays for Certificated Employees (California
Education Code 44988).
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Summary of Benefit Payments for “X” or “Z” Assignments for

Classified Employees

Benefits X Basis “Z” Basis
Holiday No Yes (3) (6)
lliness No Yes (1)
Personal Necessity No Yes
Bereavement Yes (2) Yes
Industrial Accident Injury Yes Yes
Jury Duty No No
Subpoena as Witness No Yes
Vacation No No (4) (5)

(1) On an earned basis.

(2) The leave is not valid if the employee has been released from the assignment
before the effective date of the leave.

(3) Classified Z written/intersession qualify for holiday; will pay holiday on the base
assignment or Z written assignment. No double pay of holiday.

(4) With the approval of the immediate administrator and division/branch head, the
employee may use previously earned vacation

(5) Eligible to accrue vacation based on assignment eligibility.

(6) If the employee has been in paid status during any portion of the last working day
of the assignment preceding the holiday, or during any portion of the first working
day of the assignment following the holiday.

Conditions

See Appendix K: Designation of Holidays for Certificated Employees (California

Education Code 44988).
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TIME CARD

A time card is the District’s official document of an employee’s attendance/absence for
time reporting purposes.

The use of the time card is mandated in the Board Rules and is subject to the
District designated auditors.
Records substantiating the time reported to the Payroll Administration for salary
payment must be kept on file and retained at the location for a period of five
years in accordance with the Board of Education report.
Completed and approved absence certification forms are required prior to
reporting of absence time. The following certification forms should be retained on
file at the location:

» Certification of lliness, Family lliness, Or New Child, Form 60.ILL

» Certification of Absence for Non-lliness, Form 60.NON-ILL
Refer to Appendix R- New Certification of Absence Forms (BUL 6307.2) for
samples of Certification of Absence(s) forms.

Instructions for Completing Time Cards

Certificated Employees

Article IX, Section 2 of the UTLA Collective Bargaining Unit Agreement states
that: “All employees shall, upon each arrival to and departure from their assigned
work location, enter their initials on a form provided by the District. Itinerant
employees serving less than a full day at a work location and Early Education
Center employees shall also enter the correct time as part of their sign-in and
sign-out.”

If the certificated employee has, in addition to his/her regular assignment, a
supplemental assignment such as Adult Education, Driver Safety, etc., it is
necessary for the employee to enter correct time for both the regular assignment
and the supplemental assignment. The employee should have a separate time
card for each additional assignment. This is nhecessary to provide documentation
to substantiate the District’s claims for government funding. Semi Annual
Certification Form and the Multi-Funded Time Report Form should be completed
for the fiscal year.

The Association of Administrators of Los Angeles (AALA) and the District-
represented employees do not have provisions for sign-in and sign-out
procedures. By precedence, these employees sign-in and sign-out usually by
initialing a time card.

Classified Employees

Classified Collective Bargaining Agreements do not have provisions for sign-in
and sign-out procedures. By precedence, all classified employees, except those
identified in Personnel Commission Rule 596 (over-time exempt), sign in by
recording the actual time of arrival but not earlier than the assigned start time and
sign out by recording the actual time of departure but not later than the
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scheduled stop time from their assigned work location(s). This procedure helps to
manage the calculation of overtime.

e Classified employees whose principal duties and responsibilities are designated
as executive/administrative in Personnel Commission Rule 596 (over-time
exempt), indicate daily attendance by initialing a time sheet or a time card.

Unclassified Employees
e All unclassified employees are required to sign-in and sign-out showing the
actual time of arrival but not earlier than the assigned start time to and departure
from their assigned work location(s).
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Where to Acquire Time Cards
Predated sign-in and sign-out cards can be obtained from the Payroll Administration
website. Schools and offices may be able to download and print the time cards.

Website: http://achieve.lausd.net/payroll
Menu path: payroll.lausd.net/Calendar/Time Cards
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Absence & Attendance Codes

In SAP, absences and attendances are used to track an employee’s working time. Time
is entered through the Cross Applications Time Sheets (CATS) and eventually resides
in either Infotype 2001 (Absence) or 2002 (Attendance).

In these Infotypes, the employee’s worked or not worked for an assignment on a given
date (or date range) are recorded. The absence/attendance type defines the reason for
the event and can be used to drive business rules and wage type and time type
generation in time evaluation. Hours and/or a start and end time (for bus drivers) are
specified).

Personnel Subarea Groupings for Absence and Attendance types are utilized to limit the
absences and attendances available in dropdowns by personnel area and personnel
subarea. Each Absence type can be up to 4 characters and must be assigned to a

grouping.

Commonly Used Absence/Attendance Codes

Regular Time (RG)

A code used to report actual time worked by an employee in a given assignment for
Certificated and Classified employees.

Replacement Time (RP)

A code used to report the type of service rendered by a teacher for replacing another
classroom teacher or a librarian assigned to the same school or pool location reported
as absent on the payroll records. For Certificated use only.
e Replacement service is to be authorized only when there is no qualified
substitute available.
¢ Replacement time does not earn iliness benefits.
¢ Replacement time is not added to the employee’s fiscal hours.
e The rate of pay for replacement service shall be the replacement teacher’s hourly
rate on the regular assignment.

» An elementary teacher shall receive 1.0 hour of salary for each 30 pupil hours
of replacement service.

» An elementary level special education teacher shall receive 1.0 hour of salary
for each 15 pupil hours of replacement service.

» A secondary or secondary special education or adult education teacher shall
receive 1.0 hour of salary for each hour during which he or she teaches the
class of an absent teacher regardless of the number of pupils in the class.

» A children center teacher shall receive 1.0 hour of salary for each 24 pupil-
hours of replacement service rendered to students not normally assigned to
that teacher.

lliness Time (IL)
A code used to report absence(s) of an employee due to iliness.
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Absence code (IL) is used to report full-pay illness and half-pay illness. The
system automatically deducts illness from the full-pay balance first. If the full-pay
balance is exhausted, the system proceeds to deduct from available half-pay
balance until there is zero balance. Further illness absence shall be unpaid
absence.

For annualized paid employees, for each hour half-pay illness reduces salary by
the half the hourly rate. Refer to the example in the SALARY PAYMENT Section
of the manual.

For annualized paid employees, unpaid iliness absence is reduced by the full-pay
illness rate. Refer to the example in the SALARY PAYMENT Section of the

manual.

¢ lliness absence is reported during the on-track period only.

e If an employee is on an extended illness leave, do not report illness during the
off-track period.

e Completed iliness certifications are to be retained at the location for each absent
employee for auditing purposes.

Personal Necessity (PN)

A code used to report absence(s) of an employee due to any of the following reasons as
specified in the applicable Collective Bargaining Unit Agreement, Personnel
Commission Rules or Board Rules.

Eligibility
PA PSA EEG ESG
All PSA's except the ones that AlESG's except A2, N1, N2, N3,
. L i o S1,X2,71& 22
All PA's that start | start with 'X"' and 'R A C.DE G H
with "1 & 2 Eég_E;g&N: (ITPA=1DTX and EXCEPTION: (If ESG=21/Z2
~ ) and PA=2MCX PSA=AGXX)
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Entitlement and Projection

Personnel Area

Days

1A0X, 1APW, 1APX, 1ASX, 1BXX, 1CXX,
2UTA, 2UTE, 2UTH, 2UTK, 2USX

1LAX, 1LIX, 1LMX, 1LVX, INAX, INXX, 1SAS, 1SAX, 1SLL, 1SLX, 1SXX,
1VAC, 1VAD, 1VEX, 1VVX, 1VSX, 1YLX, 1ZDX, 1ZLX, 1ZSX, 1ZXX, 2MCX,
2MEX, 2PXX, 2MSX, 2MZX, 1DTX, 1DXX, 1DPX

7

1EXX

6 prior to 7/1/2008
7 starting 7/1/2008

e Death of a close friend or relative not included in the definition of immediate

family.

e Death or serious illness of a member of the employee’s immediate family.
Immediate family is defined as the employee’s: Spouse, cohabitant Parent
(includes in-law, step and foster), parent of cohabitant, Grandparent (includes in-
law and step), grandparent of Cohabitant Child (includes son/daughter-in-law,
step and foster), child of cohabitant, Grandchild (includes grandchild of spouse
and step grandchild), grandchild of cohabitant, sibling, or a relative living in the

employee’s immediate household

e Accident involving the employee’s person or property or the person or property of

a member of the employee’s immediate family.
e Birth of a child of the employee.
¢ Religious holiday of the employee’s faith. ***

e Imminent danger to the home of the employee occasioned by a disaster such as

flood, fire or earthquake.

e Appearance in court as a litigant, or appearance in court or governmental agency

as a non-litigant witness under subpoena. ***

e Attendance at a conference or convention which does not qualify as
miscellaneous absence under the various Collective Bargaining Unit

Agreements. ***

e Up to two hours for verifiable automobile failure if the employee’s automobile is
required to be used for work purposes on that day (applicable to classified

employees only).

e Up to one day a year for verifiable registration or final examinations at a District-
recognized institution of higher learning (applicable to classified employees only).

e Required attendance in the classroom of the employee’s child or ward or a
meeting with the school administrator because of the child’s or ward’s

suspension.

e Adoption of a child by the employee (including child of cohabitant).

e Up to four hours of personal necessity leave and up to 36 hours of accrued
vacation or unpaid leave not to exceed a total of eight (8) hours per calendar
month or 40 hours per school year for each child or ward of the employee in
kindergarten or grades 1 to 12 to visit the child’s or ward’s school provided under

230.8 of the Labor Code.
***Eive (5) days advance notice is required.
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e Other significant event of a compelling nature to the employee, the gravity of
which is comparable to the above, which demands the personal attention of the
employee during assigned hours and which the employee cannot reasonably be
expected to disregard, limited to one (1) occasion in any school year.

Notes on Personal Necessity

e The total number of days allowed in one school year (July 1-June 30) for such
leave or leaves shall not exceed six/seven (6/7) days as stipulated in the
respective Collective Bargaining Unit Agreement, Personnel Commission Rules
or Board Rules.

e The time allowed shall be deducted from and may not exceed the number of
hours of paid illness leave to which the employee is entitled. When the allowed
personal necessity or the full-pay illness balance is exhausted, the employee is
considered unpaid for those hours and for any additional absence due to
personal necessity during that school year.

e Personal necessity leave shall not be granted during a vacation or leave of
absence.

e The personal necessity leave shall not be granted during a strike, demonstration
or any work stoppage.

e A Certification of Personal Necessity Absence must be completed by the
employee and approved by the administrator if payment is to be authorized. The
certification is to be retained at the location reporting the absence. The
administrator or supervisor shall take whatever steps are necessary to
substantiate that a personal necessity is within the limits of the Collective
Bargaining Unit Agreement, Personnel Commission Rule/Board Rule.

Kin Care (KC)

Kin Care days are absences used for attending to the iliness of a parent, spouse or
child.

Eligibility
PA PSA EEG ESG
All PSA's except the ones that start All ESG's except A2, N1, N2, N3,
All PA's that start | with 'X' and 'R’ ACDEG H S1, X2,71 & 2722
with '1' & '2" EXCEPTION: (If PA=1DTX and Ty EXCEPTION: (If ESG=21/22 and
PSA=XXXX) PA=2MCX PSA=AGXX)
Entitlement

e Employees are entitled to 6 Kin Care (KC) days per calendar year between
January 15t and December 315

e Kin Care is projected on all eligible assignments on January 1. To determine the
projection amount, multiply the daily entittement (6 days) by the assignment
hours for each assignment. Exclude Z-basis assignments.

e Kin Care is also projected when an employee is hired, becomes eligible for kin
care for the first time, or returns from a leave and receives an illness projection.
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e Kin Care is adjusted when a change to the maximum job hours occurs.

e Employees that do not receive an illness projection do not receive a KC
entitlement.

Usage

e To be able to use Kin Care an employee must have both, sufficient Full Pay
lliness and Kin Care balance. If either balance is zero, then the employee should
not be paid.

e For Classified Employees on probationary status, only six days of illness
absence are usable for all purposes, including kin care.

Carry Over
e Kin Care is not carried over from year to year. The balance is renewed every
January 1%t of the fiscal year.

Separation
e Kin Care is not paid out. Upon separation, the Kin Care balance should be wiped
out.

Substitute/Temporary Absence (SBTM)

A code used to report absence(s) of a part-time, temporary or substitute employees due
to any of the following reasons as specified in Bulletin-6529.1, “Legally- Mandated Paid
Sick Time for Eligible Employees”.

For substitutes only:

Healthy Workplaces, Healthy Families Act 2014 - SBTM for substitute. Any employee
who is a sub or is not receiving any time compensation will be given 24 hours of illness.
These hours can be used for Workers-compensation. If the employee is in a pool
location, then Personnel Commission (Classified) and Human Resources (Certificated)
will report the WC.

SBTM will be used first and then any illness (FPI) earned in a previous regular
assignment. Once all the SBTM and FPI are used then the employee will be paid
directly by the WC Insurance carrier.

Note: This is effective July 15t 2015.

Eligibility
e 24 hours of mandated paid sick time is available for substitute, temporary, and
part-time employees.
e Employees with an lliness eligible assignment will be excluded.
(Note: If an employee has multiple assignments, where at least one assignment
is illness eligible, they are not eligible for mandatory paid sick time).
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e Teacher Assistants, Personnel Commission Members and CalPERS Retirees are
not eligible for mandatory paid sick time.

PA PSA EEG ESG
All eligible PA’s XXXX, CXSX, and AXSX All A2, N1, N2,N3, 51, T1, X2,71 & 72
EXCEPTION: EXCEPTION: (If PA=1DTX and EXCEPTION: (If ESG=21/Z2 and
(2FDX, 2FNX & 3YPX) PSA=XXXX) PA=2MCX, PSA=AGXX)

Usage
e Diagnosis, care or treatment of an existing health condition, or preventive care

for, the employee or the employee’s family member.
e “Family member” means any of the following:

» A child, which for purposes of this article means a biological, adopted, or
foster child, stepchild, legal ward, or a child to whom the employee stands
in loco parentis. This definition of a child is applicable regardless of age or
dependency.

» A biological, adoptive, or foster parent, stepparent, or legal guardian of an
employee or the employee’s spouse or registered domestic partner, or a
person who stood in loco parentis when the employee was a minor child.

> A spouse.

» A registered domestic partner.

» A grandparent.

» A grandchild.

> A sibling.

e For an employee who is a victim of domestic violence, sexual assault, or stalking.

e Attend to the iliness of a child, parent, spouse, or domestic partner.

e Child care or school emergency caused by a child’s illness or injury, behavioral
or discipline problems, closure of the facility, disaster, or extreme weather
conditions.

Notes on Substitute/Temporary Absence

e The total number of hours allowed in one year for the mandatory paid sick time
shall not exceed 24 hours as stipulated in bulletin 6529.1, “Legally- Mandated
Paid Sick Time for Eligible Employees”.

¢ The time allowed shall be deducted from and may not exceed the number of
hours of paid sick time to which the employee is entitled.

¢ Eligible employees hired before 7/1/15 is allowed to use paid sick time
immediately.

= Eligible employees hired after 7/1/15 will be entitled to use the paid sick time on
the 90™" day of employment.

¢ The month in which the employee becomes eligible for mandatory paid sick time

will be designated as the “Anniversary Month”.
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A new 24 hour paid sick balance will reload each year on the first day of the
“‘Anniversary Month”.

Unused paid sick balance from the previous year will NOT carry over to the next
year.

At the time of termination, resignation or retirement the paid sick balance will
NOT pay out to the employee.

Mandatory paid sick time balance will display on the employee’s pay warrant stub
in the Leave HRS section as “Full Pay lliness”.

Form No. 60.ILL “Certification of Absence for lliness, Family lllness, New Child”
must be completed by the employee and approved by the administrator. The
certification is to be retained at the location reporting the absence.

For additional information regarding reporting Substitute/Temporary Absences, refer to
Reference-6528.1 “Procedures for Reporting Paid Sick Leave for Eligible Employees”.

Bereavement Time (BV)

A code used to report an approved absence due to the death of any member of the
employee’s immediate family. Immediate family is defined as the employee’s: Spouse,
cohabitant Parent (includes in-law, step and foster), parent of cohabitant, Grandparent
(includes in-law and step), grandparent of Cohabitant Child (includes son/daughter-in-
law, step and foster), child of cohabitant, Grandchild (includes grandchild of spouse and
step grandchild), grandchild of cohabitant, sibling, or a relative living in the employee’s
immediate household.

Bereavement absence is limited to three (3) working days. However, if more than
one death occurs simultaneously, leaves may be taken consecutively. If out-of-
state travel is required and requested, an additional two (2) working days shall be
granted. For classified employees, the two (2) additional days may be granted if
more than 200 miles of one-way travel is required and requested.

A Certification of Bereavement Absence must be completed by the employee
and approved by the administrator if payment is to be authorized. The
certification is to be retained at the location reporting the bereavement.
Bereavement is reported during the on-track period only. Paid bereavement
absence for certificated substitutes and temporary employees shall cease either
upon the return of the absent employee whom the substitute was replacing or at
the end of the projected assignment, whichever occurs first. Classified
substitutes are not entitled to bereavement absence.

Classified substitutes in Units B and C have the ability to take unpaid
bereavement days if they have been in an assignment for longer than 40 days.
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Miscellaneous Time (MS)

A code used to report an employee’s absence due to reasons such as:

Attendance at a District approved meeting

Attendance at a District approved conference or convention (see the specific
Collective Bargaining Unit Agreement for conditions to charge this type of
absence)

Organizational leave - a paid leave granted to an employee to serve as an officer
of a qualifying organization (e.g. CSEA, UTLA, etc.)

District employment examination

Legal settlement payment

Miscellaneous Annual Physical (MSAP)

Annual physical examination (applicable to permanent classified employees only)

Miscellaneous Natural Disaster (MSND)

A code used to identify natural disaster

Epidemics and emergencies (e.g. earthquake, riots, natural disasters)

Jury Service (JU)

A code used to report absence of an employee who is required to serve jury service in
any court within the state.

Leave may be granted for the days of attendance in court as certified by the clerk
or its authorized officer.

Jury duty or witness hours shall be reported as code “JU” absence for the on-
track period only.

All jury and witness fees received by the employee for the on-track days shall be
forwarded to the Payroll Administration through the location time-reporter. The
employee keeps fees received for non-work/off-track days and all mileage
reimbursements.

A certificated employee keeps jury duty fee received during winter/spring recess.
Certificated employees other than A basis called to serve jury service during
winter/spring recess are reported holiday (HO) not jury duty service.

Classified substitutes are not entitled to jury service absence.

A classified employee called to serve jury service while on an approved vacation
time or during winter/spring recess should be reported jury service (JU).

Notes for Certificated Jury Service

A certificated employee (including teacher assistants) summoned for jury duty
during a work period must submit a written request to the Jury Commissioner or
Clerk of the Court (from which the summons was received) that the service be
deferred and be performed on the employee’s non-work period (e.g., during
unassigned or year-round school off-track periods).

If jury service begins during a non-work period and the jury service unavoidably
runs into the employee’s next work schedule, a paid absence will be granted for
up to twenty (20) working days.
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Upon request, an A basis employee and the District may jointly seek excusal
from jury service. If denied excusal, the two parties shall request that the days of
jury service be restricted to 10 consecutive days whenever possible. After
exemption is petitioned and the request for the 10 consecutive days restriction is
denied, a paid absence or leave shall be granted for up to 20 working days
subject to exceptions as may be determined by the District.

An employee who does not wish to request deferral or excusal from the jury
summons will be granted an unpaid absence for the jury service.

If the jury service is for a federal court and the request for deferral or excusal is
denied, a paid absence is paid for the term of the service.

Mileage (ML)

A code used to report qualified employee’s school business mileage.

Mileage shall be calculated from the regular work location or headquarters of the
employee to his or her various destinations, and return to such regular
headquarters. In the event an employee does not visit his or her regular
headquarters prior to his or her first trip on school business in any one day, he or
she shall deduct from his or her total mileage (1) the distance from his or her
home to such first stop or (2) the distance from his or her home to his or her
regular headquarters, whichever is the lesser.

In the event the employee does not visit his/her regular office location prior to the
school business trip, mileage should be deducted for the distance between home
and the employee’s regular office location.

Mileage reimbursement rate is based per Collective Bargaining Unit agreement
or on the annual IRS Standard Mileage Rates. See Appendix F: Mileage Rates
by Personnel Area

Daily reports of mileage driven must be recorded on the Daily Mileage
Statement. The statement must be approved by the administrator.

The Daily Mileage Statement form is available on the District Office of Transition
Services Website. This form is to be submitted in conjunction with timesheets.

Unpaid Absence (UP)

A code used to report an employee’s absence for assigned time not worked and not

paid.

Upon request, an unpaid personal leave may be granted to a permanent

employee for a period not to exceed 52 consecutive calendar weeks.

Report unpaid time during the on-track period only.

Per Personnel Commission, report unpaid absence for employees who do not

have approved leave forms submitted to PC after 215t day.

e Unpaid absence can be unauthorized and authorized.

» The unauthorized unpaid absence may be due to absence without leave
(AWOL).

» The authorized unpaid absence may be due to any of the following reasons:
o To be with a member of the immediate family who is ill (see Section 9 of

this Article for the definition of the immediate family);
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o To accept an opportunity of a superior character which will result in the
employee rendering more effective service on return to the District;

o Torest, subject to the approval of the employee health coordinator;

o To accompany spouse, or a cohabitant who is the equivalent of a spouse,
when change of residence is required;

o To pursue a program of study in residence in an approved institution of
higher learning or under a fellowship foundation approved by the State
Board of Education;

o To serve in an elective position in the city, county, state, or federal
government, other than the State Legislature. Applications may be
submitted at any time but must be on file in the Personnel Office by April
15 for fall semester and November 15 for spring semester. Paragraphs a,
c and d above are not subject to these deadlines.

o For additional information, refer to the appropriate Collective Bargaining
Unit Agreement.

e Maternity Leave - The absence must be reported unpaid until the Notice of
Personnel Action for the maternity illness leave has been received at which time,
unpaid time may be adjusted to paid illness benefit time, if available. The
maternity absence is reported during the on-track period only. Optional Unpaid
Portion: Upon request, a pregnant employee in active status shall be granted an
unpaid pregnancy leave prior to the period of actual disability and still qualify for
paid illness absence during the actual disability.

e Family Care and Medical Leave/Absence (Unpaid) shall be granted to a full time
or part time employee employed for at least 12 months and has served at least
130 work days during the 12 months immediately preceding effective date of
each separate family care and medical leave and is eligible for at least one
benefit provided by the District. The Family Care Leave/Absence may be granted
for the following reasons:

The birth of a child of the employee/cohabitant.

The placement of a child with an employee/cohabitant in connection with the

child’s adoption or foster care.

The serious iliness of a child of an employee/cohabitant.

The care of a parent or spouse who has a serious health problem (excluding

parents-in-law).

lliness of employee.

Family Care Leave granted for birth or adoption of a child must occur within

one year of that birth or adoption or foster care unless otherwise agreed to by

the District.

e Child Care Leave (Unpaid): An unpaid leave shall be granted to a permanent
employee to care for such employee’s own (including adopted) child of under five
(5) years of age. The leave, together with any renewal thereof, shall not exceed
four (4) semesters for permanent employees.

YVV VYV VYV

Note: Article 12 section 4.0 - No employee shall be eligible for a permissive leave from
the District who has had three semesters of permissive leave during the six semesters
immediately preceding the requested leave.
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Overtime (OT)

A code used to pay eligible employees time and one-half for all work in excess of 8
hours per day or 40 hours per week (for employees on a standard work week; 5 days, 8
hours per day).

Note: If an employee does not work a standard work week or the work day is greater than eight hours or
less than eight hours, refer to the applicable collective bargaining unit agreement and/or Personnel
Commission rules to determine the point at which the employee(s) should be reported for overtime pay.

As stated in the Office of the Superintendent Bulletin No. 41, “Fair Labor
Standards Act,” the policy of the District is to provide overtime pay at time and
one-half for all work in excess of eight hours a day or forty hours a week for
employees on a standard workweek (5 days, 8 hours per day). Variation from this
policy is implemented in a manner consistent with the existing Collective
Bargaining Unit Agreements or Personnel Commission Rules.

The only currently authorized exception to the provision of overtime pay for
excess hours worked is Bargaining Unit A (School Police) and certain Unit A
aligned employees who are authorized to receive a limited amount of
compensatory time-off in lieu of overtime pay.

Both regular and substitute classified hourly employees are eligible for overtime
pay.

Certificated employees and all classes whose principal duties and responsibilities
are classified as executive/administrative are not entitled to overtime payment.
See Appendix G: Overtime - Personnel Commission Rule 596.

An employee in an executive/administrative class who is required to work on a
holiday shall be granted compensatory time-off on a straight time hour-for-hour
basis within 12 calendar months following the month in which the holiday was
worked.

A classified employee who is required to work any hours that the Superintendent
has designated as excused time shall be given equivalent time-off by the end of
the following pay period.

Overtime shall be computed only on the basis of working hours exclusive of meal
time in excess of an established eight, nine or ten hour work day or 40 hours in
any calendar week.

Basic Guidelines for Reporting Overtime:

» The workweek for employees whose average workday is four hours or
more shall consist of five (5) consecutive days with overtime rate to be
paid for work on the 61" and 7th days.

» For employees whose average workday is less than four hours, overtime
must be paid for work performed on the 7th day.

» If aregular 8-hour employee is absent on unpaid time during the week and
works on Saturday, the Saturday service shall be paid as regular time for
a total of 40 hours for the week with the excess being reported and paid
as overtime.

s Example: A full-time regular employee who was absent for personal

business (unpaid) for four (4) hours during the week worked 8
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hours on Saturday, the service on Saturday would be reported as
four (4) hours regular time and four (4) hours as overtime.

o Forinformation regarding payment of overtime for full-time classified
employees, part-time classified employees and executive, administrative
and professional classes with multiple assignments, refer to Fair Labor
Standards Act (FLSA) Bulletin or the appropriate Collective Bargaining
Unit Agreement.
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Workers’ Compensation Absence (WC)

A code used to report the time of an employee who is absent due to a work-related
illness or injury.

Medical Care

Every injured worker is entitled to appropriate medical care to alleviate the effects of
injury. An employee who suffers a job-related iliness or injury should be referred to one
of the approved industrial clinics. After 30 days, the injured employee may seek
treatment from another provider. An employee may see a particular doctor if he/she has
filed a written statement at the work location to see that particular doctor in case of
injury.

If the job-related illness or injury requires medical care and/or makes it necessary to
take time off work, the employee may make a claim for Workers’ Compensation
benefits. The “Employee’s Claim for Workers’ Compensation Benefits” form may be
obtained from the employee’s supervisor or timekeeper and filed promptly at the
location.

Time Reporting

1. Report the day of injury as regular time.

2. The time reporter shall enter payroll code "FWC" on the employee's timecard for
each date of absence attributed to the injury if the condition has been designated
as FMLA. The "FWC" code will be used until the employee's FMLA time is
exhausted. If the employee is not eligible for FMLA, or has exhausted their FMLA
time, report time off as "WC".

3. Report time as FWC or WC if employee reports time as industrial even if
guestionable. Sedgwick will determine if workers' compensation benefits are due
and will notify payroll directly. The employee will be paid illness benefits unless
payroll receives WC authorization from Sedgwick.

4. Advise employee that, if their disability extends beyond 20 days, they must
submit a "Request for Leave Form" as with any other absences.

5. Provide injured worker the "Salary Continuation Verification Form" to use when
reporting partial days off of work for medical appointments. The injured worker
must forward this form to Sedgwick to receive salary continuation, once the
doctor signs it. A copy should be returned to the work site.

6. Notify Sedgwick immediately at 866-247-2287 if injured worker returns to work
and/or is then taken off work again.

7. Report time off for depositions as regular time — (Sedgwick can verify the
deposition date and time).

8. Report time off for court appearances as personal necessity(requires proof from
clerk of the court).

Paid Time-Off in Which to Recover
An employee who is off work because of a Workers’ Compensation iliness or injury will
receive regular salary for up to 60 days. These 60 days is per injury, not per year. Any
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time-off taken as a result of an injury or illness will be deducted from the illness leave
balance until the industrial injury or illness is approved by the District's Workers’
Compensation Administrator. Once the approval is granted, the iliness time used will be
restored up to 60 days. If an injured worker needs more than 60 days to recover, illness
time and/or vacation time may be used.

After all benefits are used, a classified employee is separated from service and placed
on a 39 month re-employment list. If able to return to work prior to the expiration of this
39 month period, an injured worker is entitled to be placed in the first available position
in his/her job class.

The salary an employee receives from the District while out on an industrial injury or
illness leave will be reduced by an amount equal to any temporary disability payments
made directly to the employee by the Workers’ Compensation Administrator. If the sum
of the salary payments received from the District plus the temporary disability payments
received from Workers’ Compensation exceed the regular salary, the overpayment(s)
will be deducted from the first available paycheck.

The District-paid health benefits will continue for as long as any part of the salary is
received from the District. However, if an employee is placed on unpaid status, even
though temporary disability payments are being received from the Workers’
Compensation Administrator, a notice will be mailed requiring payment of premiums
under COBRA if continuation of health coverage is desired.
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What to Do — Summary

Always report injuries promptly. State Law sets time limits for injuries to be
deemed “accepted” and for benefits to be provided. If injuries are not reported in
a timely manner, the District incurs financial penalties.

Remember that injuries which do not result in time away from work and do not
require more than first-aid for medical treatment do not have to be reported.
Call 1 (800) 528-7392 (LAUSD WC) to report injuries. This number is maintained
by a claims administration company, Sedgwick CMS and is available 24 hours a
day.

If you have doubts about the legitimacy of an injury reported to you, be sure to
convey your doubts when you phone in the claim. Request an investigation.
Don’t forget to give the injured worker the DWC 1 form - Employee’s Claim Form.
State Law requires employers to provide this form to any employee within 24
hours of notice of an on-the-job injury. If the employee is not available, mail the
form regular U.S. mail within 24 hours.

Early Return to Work Program

LAUSD has recently implemented an Early Return to Work Program. Under this
program, an employee who has not reached 100% recovery, but is expected to
do so within 90 days and who has a work restriction which can be
accommodated, may return to work prior to being released with no restrictions by
his/her medical provider. Each case is considered on an individual basis.
For additional information, please call the Workers’ Compensation Section at
(213) 241-3139.
IMPORTANT PHONE NUMBERS

o To report injuries to Sedgwick CMS................ (800) LAUSDWC

o To reach the local Sedgwick CMS.................. (866) 247-2287

o For assistance from LAUSD Workers’ Compensation Unit (213) 241-3139

FMLA WORKER’S COMP (FWC):

A code used to report the time of an employee who is absent due to an FMLA work-
related illness or injury.

For information regarding FMLA, please refer to the Division of Risk Management and
Insurance Services website: Division of Risk Management and Insurance Services /
FMLA Resources/Forms.
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Holiday Time (HO)

In SAP, the legal and school holidays are pre-loaded into the employee’s work schedule
rule and processed through Time Evaluation (except 2UTA, 2UTH). An employee shall
receive holiday pay by being in a “paid” status during the last working day prior to the
holiday or the immediate first working day after the holiday (Bridging Rule).

Authorized Paid Holidays

January L.......cccoooeiiiiiiiiiiiiiians New Year's Day
Third Monday in January............... Martin Luther King, Jr. Day
Third Monday in February............ Presidents’ Day
Last Monday in May....................... Memorial Day

JUIY 4o Independence Day
That date declared by the Board..... Admission Day
First Monday in September............. Labor Day
November 11.......ccccevvvevvvevvveernennen, Veterans Day
Fourth Thursday in November........ Thanksgiving Day
Friday following Thanksgiving......... Thanksgiving Friday
December 25.......vvevvivvviiiiieeeeeeee, Christmas Day

**See LAUSD Basis Chart on section “Basis”

Employees Eligible for Holiday Pay

An employee serving in a regular assignment shall be paid for holidays under the
following conditions:

An employee is working on a regular assignment basis that includes the
holiday(s). Example: A B-basis employee is paid for the Admission and Labor
Day holidays, but a C-basis employee is not entitled to these holidays. (A C-basis
assignment does not include these holidays.)

A regular classified employee serving on multiple assignments shall receive pay
for holidays in each assignment independently according to the employee’s
status in each particular assignment.

An employee on “leave to higher” is entitled to all holidays that are included in the
assignment basis of the higher position.

A, B, and E basis certificated employees are eligible to Admission Day and Labor
Day holiday pay. However, with the administrator/supervisor’s approval, an
employee required to work on Admission Day is to be reported for regular time
for that day and the Admission Day holiday rescheduled before the end of the
next pay period. See Special Conditions “Holiday on Admission’s Day (HOAD)”.
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Special Conditions on Holiday

Certificated Employees

e A legal holiday that occurs during the winter recess shall be paid as a holiday if
the employee was in paid status on the last day that school was in session
before the recess or on the first day of the school session after the recess.

e C-basis employees are not entitled to Admission and Labor Day holiday pay. If
Admission Day is a regular work day for these employees, then they are paid
regular salary for working that day.

e Adult Teachers (PA=2UTA) and Home School Teachers (PA=2UTH) have to
enter the (HO) code manually in the timesheet. The bridging rule is applied
through the CATS time entry.

e Return Retiree (ESG=Z1, Z2) AALA (PA=2MSX) members are entitled to the
holiday pay only if they worked (20) consecutive days immediately preceding the
holiday.

Classified Employees
e If an employee works on a regular paid holiday, the time worked is reported as
overtime in addition to the holiday pay.
e School Police Unit A and Unit H scheduled at 10 hours/day (4 days/week) or 13.3
hours/day (3 days/week) will receive Comp Time at one and a half hours credit
for the holiday that falls on their off-day.

Certificated/Classified Employees
e An employee must have been in paid status for a portion of the working day
immediately preceding or succeeding the holiday in order to be paid for the
holiday.
e Employees in the executive/administrative classes shall be granted equal time-off
for time worked on a holiday.
e A classified employee is not entitled to “double pay” or to be paid for the same
holiday from both a regular assignment and a Z assignment.
e Employees in the following classes are excluded from holiday compensation and
are to be paid at their regular rates of pay for time worked on holidays:
» Classes in the playground group, recreation series.
» Plant Security Aide (Saturday, Sunday and Holiday).
» Substitute, relief classified and unclassified employees are not eligible for
holiday pay. If these employees work on a holiday, their service is to be
time-reported as regular time.
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Holiday On Admission’s Day (HOAD)
» Floating Admission Day Holiday for A, B, E, F and N basis
> Applicable to Overtime exempt employees
- All Certificated employees
- Classified employees (PA=1LAX, 1LJIX,1LMX, 1LVX, 1SLL, 1VAC,
1VAD, 1VEX, 1VSX, 1VVX, 1YLX, 1ZLX)

> If the employee works on Admission Day, the time reporter enters RG, then
employee will be allowed to enter HOAD within the next 2 payroll periods
for CL/CE.

» Such employee shall not be allowed to take the holiday (report attendance
code HOAD) prior to the designated Admission Day holiday nor two pay
periods after the holiday.

> If the employee worked on Admission Day holiday and does not take the
holiday (does not report HOAD) within the given time, the employee will lose
the Admission Day holiday pay.

» If employee is entitled to the Admission Day holiday but does not work (no
RG reported), the system will automatically generate holiday pay.
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Cross-Applications Time Sheet (CATS)

The Cross-Application Time Sheet (CATS) is a cross-application tool for recording
working times and tasks. It enables one to control all business processes concerning
employees’ tasks — from paying the employees, monitor correct funding lines, additional
payments.

Features

e A number of functions, in particular for storing data and transferring data to the
target components, are available with all user interfaces of the Time Sheet.

e You can integrate a procedure for approving recorded working times. SAP
Business Workflow is available optionally as a means of controlling the approval
procedure.

e To protect personal data against unauthorized access, the Time Sheet uses the
SAP Human Resources authorization concept.

e All data records are assigned a unique document number, which means they can
be audited at any time.

Steps in CATS Process
e Time entry in time sheet
e Release of time data
e Approval of time data
e Data transfer to target applications

Time Data Entry Profile
A profile that controls the display of the CATS time entry screen by setting the process
and determines the screen layout and targeting applications for time data transfer.

e Examples of data entry profiles in SAP:

AA-HOURS Absence & Attendance Hours for MULTIPLE employees
AA-HRS-1  Absence & Attendance Hours for ONE employee
BATCH-IN Daily Interface - No Approval Required

ESS Employee Self Service Entry profile

JC-2WEEK Job Cost 2-Week Hours for ONE employee
JC-CLK-1  Job Cost with Clock Times for ONE employee
JC-CLOCK Job Cost with Clock Times for MULTIPLE employees
JC-HOURS Job Cost Hours for MULTIPLE employees

JC-HRS-1  Job Cost Hours for ONE employee

PROJ-HR1 Project and Cost Center Bi-monthly Time Entry
PROJ-HR2 Project and Cost Center Daily Time Entry

SUMMER  Time Entry for Summer Assignments

WCOMP Worker's Comp - No Approval Required

VVVVVVVVVVVVY
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Approval Process

Data must be released before approval

Approval can be enabled via Workflow

Rejection will result in a new non approved entry in CATS database

Records in CATS are assigned statuses to indicate the stage of the processing,
such as, 10 = in process, 20 = released, 30 = approved, etc.

[ ]
[ ]
[ ]
[ ]
Status Description

10 In process

20 Released for approval
30 Approved

40 Appraval denied

a0 Changed after approval
B0 Cancelled

lcon

&

% &

Meaning

The record is being processed and is not yvet ready
for transfer to the target components.

The record has been released and is ready for
approval or rejection by the person respansible.

The record has been aggrwed and is ready far
transfer to the target components.

The recard has been ®rejected. It cannot be
transferred to the target components.

An approved record has been changed. The original
record is assigned this status until the new record
has been approved. A reference counter allows you
to track the new record back to the ariginal record.
Once the new record has been approved, the
original record is assigned status B0 (cancelled).

The record was @ cancelled after appraval.

fou cannot cancel a record if your profile settings
determine that approved data may not be changed.
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Benefits & Incentives

VACATION BENEFITS

PA PSA EG ESG

For PAs that start with '1";
All PSA's except the ones that start with
'X'and 'R’

All ESG's except A2, N1, N2, N3, S1, X2, Z1 &

All PA's that start with . _ A, C,D,E, z2
182 %Aﬁ';iﬁ;)lmx and G.H EXCEPTION: (If ESG=21/Z2 and PA=2MCX
= PSA=AGXX)

For PAs that start with '2";
PSA=A*** except AXSX for 2UTE

*Refer to Appendix E: Vacation Accrual Rates to view accruals and entitlements.

Employees Eligible to Earn Vacation
1. Certificated employees assigned on A basis.

» An A basis certificated employee who has served less than 19 school years
shall earn .06923 hour of vacation for each hour assigned to active service;
after 19 school years, the employee shall earn .07693 hour of vacation for
each hour assigned to active service; after 24 school years, the employee
shall earn .08462 hour of vacation for each hour assigned to active service.

» Employees in classes designated as executive/administrative earn
vacation credit at the rate of .09232 hour of credit for each hour for which
pay is received. Executive and administrative employees will thus receive
a maximum of 24 days of vacation credit per year.

2. Classified regular employees

> Full-time regular employees on 12-month assignments, except for those in
certain administrative or executive classes earn 80 hours vacation (ten
days) annually. After four years, they earn vacation at the rate of 120 hours
(15 vacation days) a year. After 15 years, they earn an extra 8 hours of
vacation each year until at 20 years or more they earn 160 hours (20
vacation days) annually. Those who work fewer than 40 hours a week or
fewer than 12 months a year will earn proportionally fewer hours.
Employees may not accrue more vacation than they can earn during 18 pay
periods.

» Employees in classes designated as overtime exempt earn vacation credit
at the rate of .09232 hour of credit for each hour for which pay is received.
Executive and administrative employees will thus receive a maximum of
24 days of vacation credit per year.
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Vacation Usage Policy:

A regular employee may take vacation up to the number of hours already earned.
The rate of pay during vacation shall be the employee’s current rate.

Employees may be required to take vacation during the school year on days
designated as school holidays (winter recess, spring recess). Refer to Collective
Bargaining Unit Agreements for exceptions.

No payment for vacation accumulation shall be made to employees who
terminate employment prior to completion of 130 days of paid service.

Vacation balance is shown on the pay warrant stub in the “vacation balance field”
and should be checked when the employee receives the warrant. No audit of
vacation balance will be made for an employee for a period greater than three
prior school years.

A permanent employee may be permitted to interrupt or terminate vacation to
begin illness leave, bereavement leave, jury duty leave or military leave.
(Supervisor should be notified when employee requesting change)

Overtime hours do not accrue vacation earnings.

An employee on a workers’ comp leave may request to use vacation to avoid
going over his/her vacation maximum cap.

Vacation Accumulation Policy

All employees may accumulate unused vacation up to an amount not to exceed
that which the employee earns in 18 pay periods (the employee’s “vacation
maximum earnings”).

Vacation accrued through the 1993-94 school year shall be deemed vested.
Thereafter, no employee shall be entitled to carry over vacation hours in excess
of his/her vacation cap (maximum vacation earnings and vested bank) from one
fiscal year to the next.

Vested Vacation Adjustment

Maximum vacation allowed formula: 18-month cap + vested vacation

For additional information regarding vacation usage, and when the employee’s
vested vacation balance is adjusted in a fiscal year, refer to your Collective
Bargaining Unit Agreements.
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Lump Sum Vacation
e An employee who retires, resigns, separates from service or changes to a non-
vacation earning assignment shall be paid a lump-sum vacation if the following
requirements are met:
» The employee must have been in paid service for at least 130 days.
» Separation action or a change of assignment was processed by Personnel
Division.
» Lump sum vacation payment is processed only one time.
» Employee who changes assignment from earning to non-vacation earning
assignment may request payment of lump-sum vacation by filing out the
appropriate form.

Rates Used for Lump-Sum Vacation Payment

e The vested vacation hours of the lump-sum balance will be computed at the
employee’s vested rate as of June 30, 1994. This balance is paid first.

e Any balance in addition to the vested vacation hours up to the maximum vacation
earnings will be calculated at the rate in effect on the last day of paid time in the
vacation-earning assignment.

e Any outstanding overpayments such as salary or illness over-usage will be
deducted from lump-sum vacation payment, retirement bonus (RBX), attendance
incentive plan (AIP).
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ILLNESS BENEFITS

lliness is absence due to a health related condition that is paid out in two methods: Full-
Pay and Half-Pay. The business rules below describe how illness benefits are granted,
used, and paid for an employee

Eligibility
The following employee groups are eligible to receive illness benefits:
PA PSA EEG ESG
All PA's that start | All PSA's except the ones that start All ESG's except A2, N1, N2,
with '1' & '2' with 'X"and 'R’ A C.D.E G H N3, S1, X2, Z1 & Z2
except 2FDX & EXCEPTION: (If PA=1DTX and Ty e EXCEPTION: (If ESG=21/Z2
2FNX PSA=XXXX) and PA=2MCX PSA=AGXX)

e All regular employees (working in an assignment with regular status) are entitled
to iliness benefits.

e An employee shall earn 0.05 hours of full-pay illness absence credit for each
hour for which salary is paid.

e At the beginning of each school year, each regular employee will receive a
projection of full-pay illness leave. The projection will equate to the number of
full-pay illness hours an employee should earn in the school year.

e Hours worked as an auxiliary teacher, replacement teacher or registration
adviser does not accumulate iliness credit.

e Unused full-pay illness absence credit shall be carried over from year to year
without limitation. Half-pay illness credit is not carried over to the following year.

¢ An employee’s full-pay balance is shown on the pay warrant stub in the “lliness
Balance” field.

Full-Pay Projection

The Full-Pay lliness Entitlement is projected on July 15t based on the number of days in
the basis contract multiplied by the number of assignment hours multiplied by the
earnings factor.

e Appendix E: lliness Projection Values by Personnel Subarea contains the
number of days per personnel subarea (basis) and the total number of projected
illness hours for a 6 hour and 8 hour assignment. For assignments with different
assignment hours and FTE percentage, prorate accordingly. The maximum
projection a person will receive is 104 hours. [Note: PSA CTXX projects based
on a 0.054 accrual factor]

Full-Pay lliness Projection = ((assignment hours * contract days * earnings
factor) * FTE%

e For mid-year projections, the entitlement is prorated based on the number of
days remaining in the fiscal year for the basis contract hours (i.e. assignments
hired mid-year).
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Full-Pay lliness Projection = ((assignment hours * (contract days*x) *
earnings factor) * FTE% where x=the proportion of remaining months in the
contract year

e Home School Teachers (Personnel Area 2UTH) receive an illness projection
based on one-half of their assignment hours (This is a part of the UTLA
Bargaining Unit agreement/Based on the fact that these employee work hours
can fluctuate based on student attendance.)

Full-Pay lliness Projection = (assignment hours/2) * contract days *
earnings factor) * FTE%

Half-Pay lliness Balance

e Aregular employee who is assigned for a full year and has accrued fewer than
the number of full-pay illness absence hours equivalent to 100 days shall be
credited with the number of half pay illness absence days which, when added to
the accrued full pay illness balance, equals the equivalent of 100 days of full-pay
and half-pay illness absence.

e 100 days is based on the assignment hours multiplied by 100, then multiplied by
the FTE%.

e For employees with multiple assignments. The maximum number of illness hours
should be 800 hours. If the total number of assignment hours across
assignments exceeds 8 hours per days, limit the total illness project (half plus
full) to 800 hours.

e For mid-year projections, half-pay illness projection is not pro-rated. The full 100
days (minus the full-pay projection days) is granted.

Half-Pay lliness Projection = (100 * FTE% * assignment hours) — Full-Pay
lliness Projection

e If full-pay is more than 100 days, no half-pay is projected.

Employees who are on leave must meet the following criteria
e A certificated employee who is on illness, “act of violence”, workers’
compensation, undetermined leave, mandatory iliness leave or disability leave
must have one of the following to receive an illness projection.
» Has full-pay illness balance to carryover, if not separated or
» Has been returned to service in the new school year. The illness
projection may not be used for time prior to the effective date of the return
to service or
» Has been approved for a once-in-a-career extended illness benefit (10 &
90) request.

e A classified employee must meet the following conditions to receive an iliness
projection

76| Page



Payroll Concepts Manual

» If on a paid leave, has an illness (full or half-pay) balance or vacation
balance carryover or

» Has returned and served in the new school/fiscal year. lliness projection
may not be used for time served prior to the effective date of the return to
service.

e An employee who is on a paid illness leave of absence is to be continuously
time-reported until illness and vacation benefits are exhausted. They may not
have unauthorized gaps (absence without approved leave) in a pay period,
thereby extending District-paid benefits and allowing them to qualify for the new
projection.
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ATTENDANCE INCENTIVE PLAN (AIP)

This is an incentive to certain classified and certificated administrative employees to be
credited with two (2) additional days of vacation for the first 50 days of illness
accumulated on a one-time basis.

Eligibility
PA PSA EG ESG
1BXX, 1CXX, 1EXX, 1SLX, 1LAX, 1SAX, All except PSA’s that start | A, C, D, | AllESG's except A2, N1,
1SXX, 1SLL, 1LVX, 1LMX, 1VAC, 1VAD, with “X’ and “Z” E.G,H | N2,N3,S1, X2 71&Z22

1VSX, 1VVX, 1VEX, 1YLX, 1ZDX,
1ZSX,1ZXX ,1ZLX, INXX, 1SAS

2MCX, 2MEX, 2MSX, 2MZX All PSAs that start with “A

m>

,C,D, | AllESG's except A2, N1,
,G,H N2, N3, S1, X2, 71 & Z2

The employee must be in a vacation earning status that has accumulated fifty
(50) (INDA) days or more of full-pay illness benefits subsequent to June 30, 1995
or by the prior year of the employee’s qualifying year.
An additional vacation day will be credited for each additional increment of
twenty-five (25) days of unused full pay illness benefits. An employee whose full-
pay illness absence credit earned subsequent to June 30, 1995 and thereatfter,
drops below 50 or more days shall not be entitled to additional vacation until they
meet their new qualifying goal (INGO).
a. A vacation-earning employee who accumulates a total of fifty (50) days or
more days of full-pay illness absence credit earned subsequent to June
30, 1995 shall, on a one-time basis as of June 30 of the school year in
which he or she accumulated those fifty (50) days, be credited with two (2)
additional days of vacation. An employee whose full-pay illness absence
credit earned subsequent to June 30, 1995, thereafter drops below fifty
(50) or more days shall not be entitled to additional vacation under this
section, except pursuant to subparagraph (b).
b. Each additional increment of twenty-five (25) days of unused full-pay
illness absence credit beyond fifty (50) days and earned subsequent to
June 30, 1995 shall entitle the employee to one (1) additional vacation
day.
At the option of the appropriate Division Head, B, C and E basis employees may
be paid for the additional days of vacation earned in A and B on the basis of their
daily rate of pay during the preceding fiscal year.
An incentive payment to certain classified employees and certificated
administrative employees to be credited with two (2) additional days of vacation
on a onetime basis.
An additional vacation day will be credited for each additional increment of
twenty-five (25) days of unused full pay illness benefits. An employee whose full-
pay illness absence credit earned subsequent to June 30, 1995 and thereatfter,
drops below 50 or more days shall not be entitled to additional vacation.
The Certificated AIP has been suspended since July 15t 2005.
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PAID NON-WORKING DAYS (PNWD)

Teacher Assistant employees do not receive vacation and illness benefits like other
employees. Instead, they accrue generic days off the called “Paid Non-Working Days”
or PNWD.

Eligibility

PA

PSA

EEG

ESG

2FDX
2FNX

XXXX

T1

Paid Non-Working Day is a system of payment in lieu of the paid benefits such
as illness, holidays and vacation (Winter/Spring Recess).
The accrual factor for PNWD is equal to 0.11364 added into the employee’s base
hourly rate.
An eligible employee must be paid the equivalent of 35 days from the beginning
of school year in order to qualify.

» 280 hours for 8-hour employees

» 210 hours for 6-hour employees

» 140 hours for 4-hour employees

Accrued, unused paid non-worked time will be processed for lump-sum payment
every 30" of June.

Employees Who Are Qualified to Accrue Paid Non-Working Days

Certificated Special Services Substitutes

Title

Audiometrist, Sub, D/D
Psychologist, Sub, D/D
Counselor, PSA, Sub, D/D
Psychiatrist Social Worker, D/D
Instr., JROTC, Sub, ext.

Instr., JROTC, Sub, D/D
Instructor, Dvr Sfty, D/D

Children Center/Development Center Substitutes

Title

Teacher, CC, Sub, D/D, L-T
Teacher, CC, Sub, D/D
Teacher, Dev. Ctr, D/D ext.
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Entitlement and Projection
e Employees earn PNWD credit for each hour for which pay is received, excluding
relief time (ZT). The PNWD accrual factors are:
» Degree track employees (2FDX) accrue at 0.0445 hours of credit for each
hour paid.
» Non-degree track employees (2FNX) accrue at 0.0167 hours of credit for
each hour paid.

The higher accrual rate for the Degree Track employees (2FDX) becomes
effective the first pay period following submission of a certified transcript or
valid certificate from the college.

Usage
e The following absence reasons are valid for PNWD:

Any legal or school holiday

lliness

Vacation

Personal Necessity

Kin Care

Jury Duty Service

Bereavement

Other absences permitted under Article XIII of the Unit F Agreement,

except industrial injury/iliness and family care leave other than one’s own

serious health condition.

e PNWD is paid at the employee’s hourly rate. This would also include any
differentials (example: Bilingual).

VVVVVVVYY

Carry Over
e Paid non-work days are NOT carried over from year to year. The employees
begin to accumulate at the start of every fiscal year on July 15t

Payout

e Any accrued, unused time will be paid off in a lump sum after the close of the
school year. This payment will be issued in the June pay period payroll run.
Furthermore, if all of an employee’s assignments are transferred to a non-TA job
or terminate the employee’s PNWD balance is paid out on the last active day of
the TA assignment.

e Employees that move to a non-earning PNWD position will have their
accumulated balance paid as a lump sum payment on the next major pay-cycle.

e TAs with perfect attendance will earn 1 PNWD day at the end of the fiscal year,
to be included in their PNWD payout. To determine if a TA has perfect
attendance, they must work 180 days within the fiscal year. The number of hours
in a day is equal to the employee’s assigned hours. The PNWD calculation is
performed at the assignment level only.
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COMPENSATORY TIME-OFF

Compensatory time-off is time-off to be taken in the future in lieu of overtime pay. The
use of compensatory time-off in lieu of paid overtime is prohibited for most classified
employees. The only current exceptions to this provision are Bargaining Unit A (Sworn
Officers) and Unit H (Sergeants and Lieutenants) employees who are authorized to
receive a limited amount of compensatory time-off in lieu of overtime pay.

Eligibility
PA PSA EEG ESG
_ All PSA's except the ones that start All ESG's except A2, N1, N2, N3,
PA = 1AOX, 1SAS with X' and 'R’ C, G S1,X2,71& 272

& 1SAX

The following information is applicable to Unit A and Unit H employees:

e An employee who is eligible for compensatory time-off may request that overtime
hours worked (maximum of 130 hours per year) each pay period be credited to a
compensatory time-off balance account at the rate of one and one-half (1-1/2)
hours for each hour reported.

e Compensatory time cap is at 195 hours per year.

e Once employee reaches the 195 maximum of compensatory time, the employee
will automatically be paid overtime.

e An employee who does not want compensatory time-off may elect to receive
regular overtime pay.

e An employee will be allowed to use accrued compensatory time-off in conjunction
with scheduled vacation, holidays or at other times where such use will not
unduly disrupt work schedules.

e Usage of compensatory time is reported as time code “CU.”

e The employee’s accumulated compensatory time-off balance will be indicated on
the payroll pay stub under the heading “COMP BAL” which is located
immediately below the illness balance box.

e Any compensatory time accrued but unused shall be paid to the employee as a
cash payment every October.

e The rate of pay is at the employee’s current hourly rate in effect during the pay
period in which it is paid.

e Payment will be processed upon changing from an assignment eligible for
compensatory time-off, retirement or separation from the District employment.

e If the employee promotes out of the bargaining unit, the cash payment will be at
the rate of the bargaining unit position last occupied.

e Pay code for unused compensatory time lump-sum pay is “CM”.

» Gross payments are taxed at current tax flat rate (25% Federal and 6% State) or
if paid with additional payment your current tax exemptions.
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AVERAGE PAID TIME (APT)

The Education Code states that the District pay part-time classified employees benefit
hours based on their average work hours from a previous quarter. Since average work
hours can vary from quarter to quarter, APT can be different from one quarter to the
next.

Section 45137 of the California Education Code states:

” A classified employee who works a minimum of 30 minutes per day in excess of his part-time
assignment for a period of 20 consecutive working days or more shall have his basic
assignment changed to reflect the longer hours in order to acquire fringe benefits on a properly
prorated basis as specified in Section 45136.

If a part-time employee's average paid time, excluding overtime for which the employee
receives compensation at a rate at least equal to time and one-half, exceeds his average
assigned time by 50 minutes or more per working day in any quarter, the hours paid per day for
compensable leaves of absence and holidays in the succeeding quarter shall be equivalent to
the average hours paid per working day in the preceding quarter, excluding overtime.”

Eligibility

e Part-time classified employees may qualify if their average work hours are more
than their average assigned hours by 50 or more minutes per day within a
guarter. A part-time person is someone who works less than seven (7) hours per
day.

e Only classified employees are eligible and we will exclude X-basis assignments.

e Working Hours are Regular (RG), Miscellaneous (MS), and Professional
Development (PD) time.

e Benefit Hours and all absences including Holiday (HO) time.

e Quota accruals and projections are not affected by this education code.

e Teacher assistants and unclassified assignments are not included in the statute.
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Calculation of Benefit Hours
The average assignment hours are a weighted average of assigned time during a three
month period. To calculate the average assignment hours, for each day in the quarter,
count the days in which time is reported. Exclude days in which the person (across all
assignments) is full-time (7 hours or more) and any Z-time worked for each day,
accumulate the assignment hours on the day in which time is reported.
Then divide by the total number of days with time recorded.

_ 2A
Average Assignment Hours: A =12

z

Where Z is the total number of days with time reported, and A is the assignment hours on I.

The Average Working Hours is the sum of all RG, MS, and PD hours divided by the total
number of days with RG, MS, and PD reported.

_ (RG +MS+PD)
YA

Average Working Hours: W

If the average working hours minus the average benefit hours is greater than are equal to 50

minutes [W -A>0.83 (0.83 = 50/60 which is 50 minutes decimalized)] then the average working
hours become the new benefit time for the next quarter. Otherwise the assignment’s current

assignment hours are used for reporting benefit time for the next quarter. The maximum number
for an assignment’s benefit time is 8 hours.

Example:

Day 1 2 3 4 5 6 7 8 9 10 11

Asg Hrs 4 4 4 4 4 4 4 4 55 55 55

Rprt Hrs RG6 |RG1|IL4 UP4 | RG5 | Off Off VA4 | VA RG6 | MS4
IL3 55

A 44+4+4+4+4+4+55+55+55 _ 40.5 _ 4.5Hours

9

W = 6+1+‘Z+6+4 =%=4.4Hours
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TRANSPORTATION VACATION BIDDING (VBID)

The Bus Drivers attend a bid they are entitled to receive vacation accrual as
compensation. The District is required to give employees (in the below groupings) two
hours vacation credit when they attend bids in June and August for a total of 4 hours of
vacation credit.

Eligibility

PA PSA Job Key

22305804 = Area Bus Supervisor
22305806 = Assistant Area Bus Supervisor
22305826 = Heavy Bus Driver

22305861 = Light Bus Driver

22305864 = Light Bus Driver

1CXX All PSA's except the ones that start with 'X' and 'R

The Fleet Maintenance (groupings below) receives vacation accrual for bidding once a
year (2 hours).

PA PSA Cost Center

1CXX All PSA's except the ones that start with X" and 'R 9128401
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LONGEVITY - CLASSIFIED EMPLOYEES

Regular employees serving in classes and positions designated by the Board,
Superintendent, or Superintendent’s designee, as being eligible for longevity salary
increments shall be paid longevity salary increments after completing the required years
of District classified service as follows

Longevity Increment is an incentive paid to classified employees for a specified length
of service of ten (10) years or more. The payment schedule varies according to the
Collective Bargaining Unit Agreements.

Eligible employees do not need to apply for their longevity increment. Eligibility

for longevity pay is automated and is activated once the employee has

completed ten years of service and every five years thereafter.

Longevity pay is effective in the beginning of the fiscal year (July 1) following

completion of the qualifying number of years of service.

For purposes of computing District years of service, only time paid in regular

status in the classified service shall be counted. An employee must have been

paid for at least 130 days of assigned time in order to be credited with a year of

service.

Prior years of service in regular status shall be counted in determining eligibility

of an employee who is reinstated or re-employed from layoff.

The longevity increment shall be part of the employee’s base salary. An

employee paid less than eight (8) hours per day or forty (40) hours per week

shall receive a proportionate amount of the applicable increment.

The longevity increment schedule for years of qualifying District service shall be:
> $25 per pay period (equivalent to $.15625 per hour) after 10 years
> $30 per pay period (equivalent to $.18750 per your) after 15 years
> $35 per pay period (equivalent to $.21875 per hour) after 20 years
> $40 per pay period (equivalent to $.25000 per hour) after 25 years
> $45 per pay period (equivalent to $.28125 per hour) after 30 years
% Refer to Collective Bargaining Unit Agreements for longevity

increment schedule for Units A and E employees.

Currently, only employees who belong to Bargaining Units A, B, C, D, E, S
(except overtime-exempt employees) and Z are eligible to receive a longevity
increment.

Note: The PC rule 580 dated September 8, 2008 is currently under review by the
Personnel Commission and will be subject to changes in the future.
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MILITARY LEAVE OF ABSENCE (MD)
A military leave of absence is one granted to eligible employees ordered to active
military duty.

Requirements for Military Leave of Absence:

e Employees except substitutes or temporary employees (e.g. categorical limited
contract teacher, teacher assistant) may be granted a military leave of absence.
Substitute and temporary employees will not be placed on military leave, but will
be considered as “not available” for a period not to exceed six (6) months. If they
have not become available by that time, they will be separated and may reapply
after completion of military service.

e Employees must be in active District service or on paid leave at the time of the
requested military leave.

Length of Military Leave
e A temporary military leave is provided when the period of military order specifies
duty for less than 180 calendar days (6 months), including travel time.
e An indefinite unpaid military leave may be granted up to six (6) months after the
employee is discharged from military service.

Request Procedure for Military Leave
The request procedure for military leave is as follows:

e Certificated Employees:
» Complete Certificated Request for Leave of Absence (Form 1065) and
obtain the signature of the immediate administrator.
» Attach official orders from the appropriate branch of military service to
Form 1065.
» Return completed Form 1065 and attachment to Certificated Assignments
and Support Services. The mailing address is:

Los Angeles Unified School District
Certificated Assignments and Support Services
P. O. Box 3307

Los Angeles, CA 90051

Attention: Dept. S, Beaudry Bldg., 15th Floor

> |If, due to the urgent nature of the activation, the employee is unable to
complete Form 1065, the employee should send a copy of the military
orders to the Certificated Assignments and Support Services of the
Certificated Employment Operations Branch as soon as possible.

» For certificated employees, refer to Personnel Division Bulletin on the
subject of “Military Leaves of Absence for Certificated Employees.”
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Classified Employees:

Note: The Leave of Absence Request for Classified Employees form and
supporting documents (if applicable) must be submitted for all leaves over 20
consecutive work days in addition to any workers’ compensation paper work. For
Laws and Rules on Leaves of Absences, refer to Personnel Commission Rule
803, which can be obtained by visiting the Personnel Commission home page at
http://achieve.lausd.net/Page/2135 .

» Complete Leave of Absence Request for Classified Employees Form 5006
and Request for Military Leave Pay, Form B5048.

» Attach official military order from the appropriate branch of military service.

» Return completed forms and attachment to:

Los Angeles Unified School District
Classified Personnel Assignment Branch
P. O. Box 512298

Los Angeles, CA 90051-0298

> If, due to the urgent nature of the activation, the employee is unable to
complete Forms 5006 and Form B5048, the employee should send a copy
of the military orders to the Classified Placement Unit of the Classified
Personnel Assignment Branch as soon as possible.

> Please refer to the FORMS Section of the manual for samples of military
leave forms.

Time Reporting Procedure

Time reporters or administrators should, as soon as they become aware that one
of the employees on their payroll is going on military duty, advise the employee
of the documents required to process the leave assignment.

Absence in connection with military service is to be reported as Military Duty
Leave (MD).

If the employee is required to report on military duty prior to completion of the
required forms, report military leave as Unpaid Absence (UP). Once the military
order is received and approved by Certificated/Classified Personnel, adjust
unpaid military absence to Military Duty Leave (MD).

Return Procedure from Military Leave

A “Return to District” employment should be within the approved period of leave.
An employee returning from any military leave or other Government Order Leave
of over twenty days shall file with the appropriate Certificated/Classified
Personnel Office a “request to return from leave” with official discharge papers.
After completing military service, the employee will be returned to a position in
the employee’s classification or to a comparable vacant position for which
gualified at the salary to which the employee would have been entitled.
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Failure to report for District duty at the expiration of the time permitted under
pertinent education code and military and veteran’s code sections is adequate
cause for dismissal.

Salary and Benefits

An eligible employee shall be paid regular salary for time on military leave up to:

Twenty (20) working days for C basis (by location)

Twenty-two (22) working days for all other basis (by location).

During the District-paid portion of the military leave, the employee receives all
accompanying benefits such as illness accrual, holiday pay, vacation (if eligible)
and health and welfare benefits.

For substitute and temporary employees, pay will be allowed for the number of
days worked in the preceding school month in which compensation was earned
subject to the above maximum limitation of 20 or 22 working days.

Effects on Benefits

Time spent on paid and unpaid military leave will count toward salary step
advancement for a certificated employee.

Time spent on the District-paid portion of military leave will count toward
retirement service credit.

District-paid life insurance coverage for an employee on unpaid military leave will
not be provided.

For the employee-paid Optional Life Insurance Plan, an employee on the unpaid
portion of military leave may continue coverage for a period not to exceed one
year by making direct payments of the appropriate premiums.

For further assistance concerning health benefits information, contact the Health
Insurance Section at (213) 241-4262.
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RETIREMENT BONUS (RBX)

A retirement bonus is an incentive bonus payment to an employee who worked during
the 1992-93 school year and who retired on or after July 1, 1994 under the State
Teachers’ Retirement System (STRS), Public Employees’ Retirement System (PERS)
or the Public Agency Retirement System (PARS).

The amount of the bonus will correspond to the percentage that the employee’s
compensation was reduced in the 1992-93 school year based on the employee’s
salary band for that year.

An eligible employee in Salary Band 3 will be paid a cash bonus for up to
maximum of 20.4 days (10% of his/her annual salary based on a C basis year)
for the school year preceding his/her retirement date.

An eligible employee in Salary Bands 1 and 2 will receive a proportionately lower
payment based on the percentage of compensation reduction in the 1992-93
school year (i.e. maximum of 6.12 days, 3% reduction for Band 1 and 19.38
days, 9.5% for Band 2 employees).

Employees are only eligible for the RBX when they retire and have had
continuous service from 92-93 school year with no break in service. RBX
payments are not issued to employees who have a separation action after
7/1/1994.

Any employee that has been separated from the District is not eligible for an
RBX.

A Salary Band 4 employee will receive a bonus based on the maximum rate paid
to the highest paid Band 3 employee for the school year preceding the retirement
date maximum pay out of 20.4 days.

An eligible retired employee does not need to fill out any forms other than the
retirement application and the District resignation forms to apply for the bonus.
The retirement bonus (coded as RBX) is subject to deductions of Federal, State
and other applicable taxes.

RBX payment is not subject to retirement deductions.

Payroll Administration will process the RBX payment within 45 working days.
The retirement bonus payment will automatically be mailed to the employee’s
official home address.

Any outstanding overpayments such as salary or iliness over-usage will be
deducted from retirement bonus payment.
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PAY SCALE STRUCTURE

A Pay Scale Structure is essentially an employee’s basic pay attributes. It consists of a
class code, bargaining unit, salary table, schedule and step or level of the employee
which is then used to pull associated salary.

The Personnel Area and Personnel Subarea are used to default the Pay Scale area on
ITOO08 (Basic Pay). The Employee Group and Employee Subgroup are used to put
together the Employee Subgroup Grouping for PCR (Personnel calculation Rule). This
PCR determines how an employee is processed in Payroll. For example, 1=hourly,
3=salaried. The PCR is a pointer or key to salary tables in SAP.

Infotype 0008 — Basic Pay

Subtype ] Basic contract

Pay scale

Reason Capacity Util. Level 100 .04

PStype a1 Classified Waork hours/period 13058 ||Monthly

PS Area BX| BUBtables Mextincrease

PS group 4700 Level 05 Annual salary 35,471.28 |[UsSD

Subtype — Basic contract to represent the record for the employee’s hourly rate or
salary amount. LAUSD only uses subtype “0”

Reason — An indicator as to why ITO0O08 was changed. A blank indicates the record
was part of original action.

R1 Step Advance

R2 Rating In

R3 Schedule Advancement
R4 Restoration

R6 Accelerated Hiring Rate
R7 Remove from Star Rate
R9 Delaying Rate In

RA Career Increment

RF Rate Forgiveness

RY Correction

Rz 2.75% Adjustment
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PS Type — The highest level of definition for the employee

01 Classified

02 Certificated
03 Unclassified
7z No Pay Scale

PS Area — Represents the salary table the employee is assigned to

AX BU A tables SX BU S Tables

BX BU B tables UA Teachers - THR Table
CX BU C tables uc Teachers - C Table
DX BU D tables ub Spec Svcs - D Table
EX BU E tables UL Teachers - L Table
FX Teacher Assistants uT Teachers - T Table
GX BU G Tables uu Teachers - Sub Table
HX BU H Tables VX BU V Tables

LX BU L Tables XX Unknown

MG Mgmt - G Table YX BU Y Tables

NX BU N Tables ZX BU Z Tables

PJ Physicians - J Table YA No Pay scale

PS group — The pay scale group is either the class code for a classified salary table, or
the schedule for a certificated salary table.

PS level - The pay scale level represents the step or level from the salary table.

Capacity Util. Level — The capacity utilization level represents the percentage of the
salary that the employee should receive.

Work hours/period — This field displays the work hours per pay period for the
employee to help in calculating the hourly rate for a salaried employee, or the per pay
period average pay for an hourly employee.

Next increase — This field is not used by LAUSD

Annual salary — This field displays a calculated amount that either multiplies the hourly
rate by the annual hours, or the monthly salary by 12.
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ITOO08 Basic Pay Wage types

0001 A Basis Salary
0003 B Basis Salary
0005 C Basis Salary
0007 E Basis Salary
0021 Hourly Rate
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DIFFERENTIALS

Salary differentials maybe paid in addition to the employee’s regular salary due to:
An additional earned degree

Longevity of service

Extra assignments involving additional duties

Specialist nurse duties

Additional responsibilities

Work location involving additional duties

Temporary assignment of different duties

Difference in assigned time

Such differentials may be computed on a pay period; either seasonal, by semester, by
session, quarterly, daily, or on an hourly basis. Payment will be made in lump sum
following the end of the semester or season or as an additional pay at the end of the
pay period.

Differential Salary Rates

A salary differential may be paid for an additional assignment or responsibility per
semester, season or pay period.

Assignment Differential

An assignment differential is a supplemental payment to a school-based employee for
performing additional duties related to his/her basic assignment.
Assignment Differential Types:

>

Activity Assignment Differential — may be assigned each semester or season
to an employee for service in the areas such as drama, drill team, journalism,
student activities, yearbook, etc.

Athletics Coaching Differential — may be assigned each season to a secondary
school employee for service as an athletic coach.

Coordinating Differential for Athletic Coordinator — may be assigned each
semester to a secondary employee for school coordinating service in
interscholastic athletics.

Coordinating Differential — may be assigned each semester to an employee for
coordinating service in the areas such as counseling, gifted, health, library,
reading, special education, student government, work experience, etc.
Bilingual Classroom Teacher Program (BCTP) Differential — A bilingual
classroom teacher serving in a designated school participating in a Master Plan
program for Limited-English-proficient students shall receive lump-sum
differential pay for a full semester of service.

Urban Classroom Teacher Program (UCTP) Differential — An urban classroom
teacher serving in a designated Educationally Impacted School and fulfilling all
program requirements shall receive a lump sum differential payment for a full
semester of service or a portion thereof.
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» Mentor_Teacher Program Differential — An incentive paid to a classroom
teacher who assists a District intern or a new and inexperienced teacher at all
grade levels.

» Responsibility Differential — A responsibility differential may be granted to an
employee for duties regularly assigned to the position, which result in a higher
level of responsibility.

Degree Differential

A degree differential is an incentive paid to an employee on the Preparation, Children’s
Center or Development Center Salary Table who possesses a master’s or doctor’s
degree.

Career Increment Differential

A career increment differential is an incentive paid to a certificated employee on the
Preparation (T and L) Salary Table, Children’s Center (C) Salary Table, Development
Center (V) Salary Table, Special Services (D) Salary Table or Master (G) Salary Table
for longevity of service.

Shift Differential
A shift differential is an increase in the regular salary to compensate for differences in
assigned time.

e Types of Shift Differentials

» A Shift - Regularly assigned time is during the day and no differential is
authorized.

» B Shift - One-half or more of the regularly assigned time is between the hours
of 5:00 p.m. and 12:00 midnight. A flat-rated employee assigned to work
during “B” shift receives a shift differential of five and one-half (5-1/2%)
percent above the regular rate of pay.

» C Shift - One-half or more of the regularly assigned time is between 12:00
midnight and 7:00 a.m. A flat-rated employee assigned to work during “C”
shift receives a shift differential of eleven (11%) percent above the regular
rate of pay.
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Bilingual Differential

A regular employee shall be paid a salary differential for using bilingual skills upon
certification from the appropriate superintendent, division or branch head that, in
addition to regular duties of the class, the employee is frequently called upon to speak,
interpret and write a non-English language or to converse fluently in a non-English
language.

Skill or Responsibility Differential

A differential paid to an employee based on the special requirements of a particular
position or the authorized use of the employee’s special skills. Differential rates vary
according to the type of skills required in a particular position.

Premium Tools (Daily Flat Rate)

In recognition of the fact that many unit employees regularly use their own vehicle to
haul District materials, tools, supplies and equipment, employees assigned to one of the
classes below shall be eligible for “flat rate” mileage in addition to the per mile
reimbursement. Flat rate mileage shall be authorized for eligible field assigned
employees for each day or part of a day of such used of their personal vehicle. Those
eligible employees regularly assigned to shops shall receive flat rate mileage each day
their personal vehicle is driven in District service. Rate varies based on a passenger car
or station wagon, and for a pick-up truck or van and for the weight of equipment carried
(refer to Collective Bargaining Unit Agreement).
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Categories of Differentials in SAP

Percentage (%) differentials from Infotype 14/15

WT | DESCRIPTION PAYROLL AREA | INFOTYPE
1101 | U-A Sworn Basic Cert 2% CL/SM ITOO14
1102 | U-A Sworn Intermediate Cert 5% | CL/SM ITOO14
1103 | U-A Sworn Advanced Cert 8% CL/SM ITOO14
1104 | U-A SSO Safety Cert 2% CL/SM ITOO14
1106 | U-H SSO Safety Cert 2% CL/sSM ITOO14
1107 | U-H Sworn Intermediate Cert 3% | CL/SM ITO014
1108 | U-H Sworn Advanced Cert 7.5% CL/SM ITOO14
1109 | U-H Sworn Supervising Cert 9% CL/SM ITOO14
1110 | U-H Sworn Management Cert 9% | CL/SM ITOO14
1318 | Scarcity Differential 20% CL ITO014
1319 | 4% Salary Differential CL ITO014
1321 | Additional 4% Salary Diff CL ITOO14
1370 | 0903 Diff Natl Board Cert CE ITO014

Fixed rate differentials from Infotype 14/15

WT | DESCRIPTION PAYROLL AREA INFOTYPE
1006 | Bilingual(SPK,RD,WRT) CL/SM/CE (TA's only) | ITO014
1008 | Bilingual (SPEAK ONLY) CL/SM/CE (TA's only) | ITO014
1015 | Teacher Assistant Diff-V CE ITO014
1038 | Notary Public Diff-Y CL ITO014
1046 | BAL-SSO 10 yrs Longevity U-A CL/SM ITO014
1047 | BAM-SSO 15 yrs Longevity U-A | CL/SM ITO014
1048 | BAN-SSO 20 yrs Longevity U-A | CL/SM ITOO14
1049 | BAO-SSO 25 yrs Longevity U-A | CL/SM ITO014
1050 | BAP-SSO 5 yrs Longevity U-A CL/SM ITO014
1051 | BAS-PSA 10 yrs Longevity U-A CL/SM ITOO14
1052 | BAT-PSA 15 yrs Longevity U-A CL/SM ITO014
1053 | BAU-PSA 20 yrs Longevity U-A CL/SM ITO014
1054 | BAV-PSA 25 yrs Longevity U-A CL/SM ITO014
1055 | BAW-PSA 30 yrs Longevity U-A | CL/SM ITO014
1059 | BBA-10 yrs Longevity U-B CL/SM ITOO14
1060 | BBB-15 yrs Longevity U-B CL ITOO14
1061 | BBC -20 yrs Longevity U-B CL ITOO14
1062 | BBD- 25 yrs Longevity U-B CL ITO014
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WT | DESCRIPTION PAYROLL AREA INFOTYPE
1063 | BBE-30 yrs Longevity U-B CL ITO014
1064 | BCA-10 yrs. Longevity U-C CL/sSM ITOO14
1065 | BCB-15 yrs. Longevity U-C CL/sSM ITOO14
1066 | BCC-20 yrs Longevity U-C CL/SM ITOO14
1067 | BCD-25 yrs Longevity U-C CL/sSM ITOO14
1068 | BCE-30 yrs. Longevity U-C CL/SM ITO014
1069 | BDA-10 yrs. Longevity U-D CL ITO014
1070 | BDB-15 yrs. Longevity U-D CL ITO014
1071 | BDC-20 yrs. Longevity U-D CL ITO014
1072 | BDD-25 yrs. Longevity U-D CL ITO014
1073 | BDE-30 yrs. Longevity U-D CL ITO014
1074 | BEA-10 yrs. Longevity U-E CL/SM ITO014
1075 | BEB-15 yrs. Longevity U-E CL/SM ITO014
1076 | BEC-20 yrs. Longevity U-E CL/SM ITO014
1077 | BED-25 yrs. Longevity U-E CL/SM ITO014
1078 | BEE-30 yrs. Longevity U-E CL/SM ITO014
1079 | BEF-35 yrs. Longevity U-E CL/SM ITO014
1080 | BSA-10 yrs. Longevity U-S CL ITOO14
1081 | BSB-15 yrs. Longevity U-S CL ITOO14
1082 | BSC-20 yrs. Longevity U-S CL ITOO14
1083 | BSD-25 yrs. Longevity U-S CL ITOO14
1084 | BSE-30 yrs. Longevity U-S CL ITO014
1085 | BZA-10 yrs. Longevity U-Z CL ITO014
1086 | BZB-15 yrs. Longevity U-Z CL ITO014
1087 | BZC-20 yrs. Longevity U-Z CL ITO014
1088 | BZD-25 yrs. Longevity U-Z CL ITO014
1089 | BZE-30 yrs. Longevity U-Z CL ITOO14
1090 | BHA-10 yrs. Longevity U-H CL/SM ITO014
1091 | BHB-15 yrs. Longevity U-H CL/SM ITO014
1092 | BHC-20 yrs. Longevity U-H CL/SM ITO014
1093 | BHD-25 yrs. Longevity U-H CL/SM ITO014
1094 | BHE-30 yrs. Longevity U-H CL/SM ITO014
1095 | BHJ Sworn Supervising Cert U-H | CL/SM ITO014
1096 | BHK Sworn Advanced Cert U-H | CL/SM ITO014
1097 | SGTI/LT 7 yrs Longevity U-H CL/SM ITOO14
1098 | BLA- Intermd Post Cert CL/SM ITO014
1099 | BLB - Adv. Postt CL/SM ITO014
1105 | BH1-5 yrs Longevity U-H CL/SM ITO014
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Fixed Rate differentials from Time Result (ZL table)

WT | DESCRIPTION PAYROLL AREA | TABLE
0117 | B-Shift CL/SM Time
0119 | B-Shift OT CL/SM Time
0210 | ECE & Cld.Dev. Sub. 35da | CE Time
0212 | Continuity for subs CE Time
1500 | 0916 Diff, JTPAwrk Exprnc | CL Time

Seasonal and Semester differentials from Infotype 15

WT | DESCRIPTION PAYROLL AREA | INFOTYPE
0946 | Early Declaration Incentive CE ITO015
1200 | Coach Stipend $2500 CE ITO015
1220 | Master Teacher Stipend CE ITO015
1305 | CSMP Stipend CE ITOO15
1308 | Coord Assignment Rate 1 CE IT2010
1310 | Gate Coordinator Diff CE IT2010
1311 | Coord Assignment Rate 2 CE IT2010
1330 | 0963 Diff Bilingual CE ITO015
1332 | 0965 Diff Bilingual CE ITO015
1340 | Diff UCTP CE ITO015
1342 | 0978 Diff Bilingual CE ITOO15
1343 | 0981 Diff Bilingual CE ITOO15
1350 | Stipend BCC Cult Cmp CE ITO015
1352 | Stipend BCC Meth/Cmp CE ITOO15
1353 | Prof Dev/Train Stip CE ITO015
1355 | 0991 Diff Bilingual MP CE ITO015
1357 | 0994 Diff Bilingual MPRt13 CE ITO015
1358 | 0995 Diff Bilingual MPRt14 CE ITO015
1364 | 8884 Diff Bilingual MP CE ITO015
1366 | Master plan Level A CE ITO015
1367 | 8886 Diff Bilingual MP CE ITO015
1385 | Stdt Wrkr CAHSEE Stipend CE ITO015
1386 | Diff Lib MDI Tchr CE IT2010
1393 | Diff Crd ErlyEd Tch4 CE IT2010
1394 | Diff Activity Rate 1 CE IT2010
1397 | Diff Crd ErlyEd Tch8 CE IT2010
1401 | Diff Activity Rate 2 CE IT2010
1402 | Diff Activity Rate 3 CE IT2010
1403 | Diff Activity Rate 4 CE IT2010
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WT | DESCRIPTION PAYROLL AREA | INFOTYPE
1404 | Diff Activity Rate 5 CE IT2010
1405 | Lit Stipnd Train/ProfDev CE ITOO15
1406 | Math Stipnd Train/ProfDev CE ITO015
1407 | Diff Activity Rate 6 CE IT2010
1409 | Stipend/Training CE ITO015
1410 | Diff Activity Rate 7 CE IT2010
1411 | BTB Stipnd Train/ProfDev CE ITOO15
1423 | 8809 Stipnd Mntor Prn Rt1 CE IT2010
1424 | 8810 Stipnd Mntor Prn Rt2 CE IT2010
1429 | 8826 NBPTS Incent Tch LPS | CE ITO015
1430 | Diff PAR Program CE ITOO15
1432 | Diff Support Provider CE ITOO15
1460 | 8860 Diff. Bilng Mstr PIm CE ITO015
1461 | 8861Diff. Bilng Mstr PIm CE ITO015
1462 | 8862 Diff. Bilng Mstr PIm CE ITO015
1464 | 8864 Diff. Bilng Mstr PIm CE ITO015
1465 | 8865 Diff. Bilng Mstr PIm CE ITO015
1501 | Advance Placement CE IT2010

Job-based differentials initialized with Payroll

WT DESCRIPTION PAYROLL AREA
1320 | Diff, Temp Advsr CE Job code
1322 | 8850 Diff Instruct Coach | CE Job code

Master’s and Doctorate differentials

WT DESCRIPTION PAYROLL AREA | INFOTYPE
1301 | Masters Degree CE/CL ITO014
1323 | Doctorate Degree | CE/CL ITO014
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SALARY PAYMENTS

Annualization

Annualization is the process of spreading a certificated employee annual salary equally
over all pay periods in the fiscal year.

An annualized employee works less than 12 months but their salary is spread
over 12 months. Employees are paid a level amount of money each month
regardless of the number of hours worked each month (fiscal year salary / 12 pay
periods).

Worked hours in relation to salary received are tracked and summarized by the
system. The amounts are displayed on the remuneration statement as
Annualized Status and Hours Summary fields.

At the end of the fiscal year or when the employee is no longer annualized, the
system will “settle” the contract.

If the employee works all of his/her assigned hours, the settlement should be as
closed to zero (rounding issues occurs occasionally).

If the employee has not worked all of the assigned hours, the employee will have
a negative settlement and will be overpaid.

Subsequently, over the course of a year there is often a difference between what
is paid and what is earned. If an employee does not work the required hours,
then the system needs to recover the overpayments.

Eligibility

Eligibility is the term used to define which employee’s assignments may
participate in the annualization process. This is the first and highest level of
annualization status determination in the system

PA PSA ESG
B***, C***, E***,

Except the ones that start with ‘X’
and ‘R’

2MSX, 2USX, 2UTE,
2UTK

All ESG’s except S1, T1,
Z1,72

See Appendix B: Annualization Eligibility to view the complete list of eligible
PA/PSA/ESG combination

Processes associated with Annualization

CASBO Projection

The California Association of School Business Officials (CASBO) has a
recommended method for paying Annualized employees. The main concept is
the first pay period salary will be adjusted such that the remaining pay period
salaries match the Basic Pay Infotype 0008.

LAUSD has employed an alternate version of the CASBO formula. The system
will check the projected earnable salary for the remainder of the fiscal year and
try to pay the employee the basic pay salary from the next period forward but not
cause the current pay period to be negative or more than the basic pay.
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If the current pay period salary (after the CASBO projection) turns out to be
negative (insufficient), then the employee should be paid as worked.

Regardless whether the employee will be paid with a zero amount or not, and the
remaining monthly pay is equal to their Base Pay from Infotype 0008, employee
will be annualized.

If the salary for the current pay period is more than the pay period salary in the
Basic Pay Info-type 0008, then cap the current amount to the pay period salary
and spread the difference over the remainder of the fiscal year.

See Appendix C: Annualization Formulas to see the CASBO Calculation

Late Starter Spread

Late starter spread is generated when an employee enters Annualization and the
current calculated pay period salary (after the CASBO projection) is greater than
the salary on the Basic Pay Infotype 0008. In this case, the District only pays the
contract pay period salary and spread the excess over the remaining periods in
the fiscal year.

The initial threshold value is set at $200, which means that if an employee enters
the spread process and the total value to be spread is less than this limit, then
the spread process is stopped and the full amount is processed in the current
payroll.

See Appendix C: Annualization Formulas to view Late Starter Spread Calculation

Salary Spread

Salary spread is needed if there is a change in the remaining projected salary for
the rest of the fiscal year excluding any possible negative shortfall or positive
excess in contract hours. Some examples that will trigger a salary spread are:

» Salary Change - The system will calculate the projected earnable salary
based on the new rate and subtract the projected earnable salary based
on the old rate and spread the difference over the remaining pay periods
in the fiscal year (including the current pay period).

» Work Schedule Change - Change of assigned hours from six to three
hours per day. The system will prorate the hours going forward that the
employee will not be able to earn. The unearned hours multiplied by the
hourly rate will give the negative earnings. This negative earning will be
spread the difference over the remaining pay periods in the fiscal year
(including the current pay period).

The initial threshold value is set at $200, which means that if an employee enters
the spread process and the total value to be spread is less than this limit, then
the spread process is stopped and the full amount is processed in the current
payroll.

See Appendix C: Annualization Formulas to view Salary Spread Calculation

Salary Spread (Positive) Example:

Employee switches from E Basis 6 hour schedule 33d to 34d on October 1, XXXX
Change in salary for fiscal year = total earnable salary for fiscal year — old base salary
Change in salary for fiscal year = $72,039.15 — 70,468.00 = $1,571.15
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Number of checks to spread increase = 9 checks (includes current check)
Salary spread = $1,571.15/ 9 checks = $174.57 per check

Settlement Spread

e The process of closing out an annualization set and collecting the difference
between the earned and paid amounts up to the date when the settlement is
triggered.

e The settlement spread is applicable to the following:

» When an employee re-annualizes in the middle of the fiscal year (and
therefore remains active).

» When an employee returns from inactive and the settlement was not
previously processed but there is a settlement holding.

e The initial threshold value is set at $200, which means that if an employee enters
the spread process and the total value to be spread is less than this limit, then
the spreading process is stopped and the full amount is processed in the current
payroll.

e See Appendix C: Annualization Formulas to view Settlement Spread Calculation

Core Hours

A group of attendances and absences (wage types in payroll) which are considered
“core work hours”. During payroll processing, all wage types will be checked if they have
either of the following two values:
1) Hours for Annualization — Wage types with this value will be considered as
core work hours. The hours will be evaluated with the contract hourly rate to
determine the earned amount. Each earned amount is added to the “earned”
bucket.
2) Unpaid Absence — Wage types with this value will be evaluated as negative
earning when it occurs. There will be no update on “earned” bucket.
(Paid bucket will be reduced by the negative earning.)

Earned vs. Paid Amounts
An annualized employee’s pay stub shows three monetary fields. Below is a brief
description of each field:
e Earnings- This amount represents the dollars earned based on the actual hours
paid (for the assigned calendar) multiplied by the effective contract hourly rate.
e Paid- This amount represents the actual dollar amount paid including the monthly
salary payment and any salary spread amount.
e Difference- This amount represents the difference between the “Earnings”
amount and the “Paid” amount.

For example, suppose a C basis certificated teacher works at a single-track school and
earns $5,000 each month. In August, she would have a “paid” field of $5,000, but an
“earnings’” field of $0, since she did not work in July. The “difference” field would be -
$5000, since earnings-paid = difference.
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Half-Pay lliness
When an annualized employee uses their half-pay illness time, they earn half of their
contract hourly rate for those hours, but their pay is deducted by an equal amount.

For example, suppose a C basis certificated teacher works at a single-track school and
earns $60,000 annually. Since C-basis employees work 1224 contract hours per year,
this would translate into:
e A contract hourly rate of $49.02 (since $60,000 per year/1224 hours per year =
$49.02 an hour) and
e A $5,000 monthly salary (since $60,000 per year/12 months per year = $5,000
per month).

Suppose, in September, this teacher works 100 hours and uses 3 hours of half-pay
illness time. The teacher’s earnings and payment amounts would be updated as follows:

Earnings for June Payment for June

=93 hours @ contract rate + 3 hours @ half of | =$5,000 monthly salary — 3 hours @ half of the
the contract rate contract rate

= (93*$49.02) +(3*.5*$49.02) =$5,000-(3*.5*$49.02)

= $4558.82+$73.53 =$5,000-73.53

=$4632.35 =$4926.47
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Unpaid Time

If an annualized employee has unpaid time, there is no adjustment to his or her
earnings, but their payment for that month will be reduced accordingly. For example, if
the same above employee worked 36 hours in June and had thirty hours of unpaid time
for that month, their earnings and payment amounts would be updated as follows:

Earnings for June Payment for June

=_36 hours @ contract rate + 30 hours unpaid =_$5,000 monthly salary — 30 hours unpaid
time time
= (36*$49.02) + 0 =$5,000-(30*$49.02)
=$1,764.41 =$5,000-$1,470.59
=$3,529.41

Paid-As-Worked
An employee is paid-as-worked for the following reasons:
e The employee is classified (with the exception of salaried employees).

e The certificated employee is approved for a Reduced Work Load leave and is
working one semester on, one semester off.

e The employee is not following a District published calendar.

e There is a future-dated settlement action, such as retirement, that caused HR to
request that an Opt-out flag be loaded to prevent the employee from being
overpaid.

e The employee has an assignment that started after the beginning of the fiscal
year (late start) and the first check calculation amount is negative.
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SALARY TABLES

Certificated Salary Tables

PREPARATION (T AND L) SALARY TABLE

The Preparation (T and L) Salary Table is a schedule of payments applicable to
Elementary, Secondary and Special Education Teachers, School Counselors, Nurses
and Adult Education (class code 0837) Pay Period Rate employees. An employee paid
on the Preparation (T and L) Salary Table is assigned to the A, B, or C basis.

The table indicates monthly and annual salary rates.

The salary table is based on salary point credits earned/completed training and
years of experience.

The minimum requirements for the Preparation Salary (T and L) Tables are a
bachelor's degree, or possession of a Special Secondary Limited Industrial Arts
Credential, Special Secondary Vocational Class A Credential, or any Designated
Subjects Teaching Credential with Specialization in Vocational Trade and
Technical teaching.

The salary point credits may be granted after completion and submission of
additional qualifying university courses or Staff Development Point Projects
which enable an employee to advance to a higher salary schedule.

The steps may be granted based on years of qualifying paid service. A year of
school experience is defined as paid service for the number of hours
corresponding to at least 130 days during a school year.

An additional $584 annually is paid for one or more earned master’s degree or an
additional $1,168 for one or more earned doctor’'s degree based on a C basis
assignment.

An employee with both a master’s degree and a doctor’s or equivalent degree
will receive the $1,168 differential only.

An eligible employee allocated to the Preparation (T/L) Salary Table shall receive
a career increment after five years of meeting maximum step advancements on
Schedule 27 of the Preparation Salary Table, provided the employee has met the
multicultural requirement.

To be eligible for the second career increment, the employee must have been
paid on the first career increment for five years while meeting step advance
requirements.

To be eligible for the third career increment, the employee must have been paid
on the second career increment for five years while meeting step advance
requirements.

To be eligible for the fourth career increment, the employee must have been paid
on the third career increment for five years while meeting step advance
requirements.
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DAY-TO-DAY SUBSTITUTES SALARY RATES
Substitute salary is a flat rate paid to a substitute employee based on a six (6) hours a
day assignment. The basic rate of pay for a substitute employee shall be increased
based on the following conditions:
a) Participation in the District Incentive Plan Program and service in a designated
school in the K-12 program (Incentive Plan Rate),
b) Completion of service equivalent to 130 days during the year (Continuity Rate),
or
c) Continuous service for more than twenty (20) consecutive working days in the
same assignment in place of the same absent employee or after 10 consecutive
days to an unfilled position in which the substitute opens a class at the beginning
of the school year (Extended Rate).

A substitute teacher serving in place of a contract teacher assigned during summer
school/intersession is paid at an hourly rate, depending on the hours per day. A
substitute employee who serves for more than twenty (20) consecutive working days in
place of the same absent employee during summer school/intersession is entitled to
extended rate of pay.

DEVELOPMENT CENTER/EARLY EDUCATION CENTER (V AND C) SALARY TABLE

e V Table applies to C basis employees who are assigned at a Development
Center

e C Table applies to A and C basis employees who are assigned to an Early
Education Center

e The rates indicated are for both annual and monthly payments for full-time
employees

e The salary schedule is determined by the number of semester units of credit
submitted or completion of a bachelor’s degree or completion of requirements for
the appropriate teaching credential.

e An eligible C basis employee allocated to either the V or C Salary Table shall
receive a career increment differential of $73.00 per pay period provided the
employee has met pay scale level advancement requirements for five or more
years while allocated to the maximum pay scale level and pay scale group of the
V or C Table, or a higher rate while paid on another salary table.

HOURLY RATE (THR) SCHEDULE
This schedule displays hourly rates for a teacher assigned at a Community Adult School
or Occupational Skill Center.

e An adult education employee who is not paid on a pay period rate salary table is
paid either on the Hourly Rate (THR) Schedule or the Flat Hourly Rate.

e THR Schedule is a seven-step salary schedule applicable to an adult teacher
serving in a certain classification such as an academic instructor, ESL teacher,
counselor, adviser, etc.

e A new hourly rate employee and a day-to-day substitute are placed on the first
step of the seven-step schedule.
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e An employee may advance one step per school year up to Step THRO3 of the
schedule provided he/she has been paid on the Hourly Rate Schedule for 734
hours during the previous school year.

¢ An employee can combine two consecutive years of service to reach the required
734 hours for a step advance. The eligibility for this process is that an employee
cannot be assigned more than 18 hours per week.

¢ An employee with at least ten (10) consecutive school years of adult education
service is eligible to advance to THR044.

e A Flat Hourly Rate is paid to an adult education employee in charge of staff
development, JTPA Work Experience Program, extended teaching assignment,
extended counseling/advisement assignment, etc.

PHYSICIANS AND DENTISTS (J) SALARY TABLE
This salary table has a three-step schedule of payments.
e A new physician and dentist are assigned on the first step of the salary table.
e One step advance is granted per school year provided that the number of hours
corresponding to 130 full-time days is served the previous year.

SPECIAL SERVICES (D) SALARY TABLE
This schedule is for certificated employees who provide a special service such as a
psychologist, psychiatrist, audiologist, physical therapist, audiometrist, social worker,
etc. Employees paid on the Special Service (D) Salary Table include those assigned to
the A, B, C, and E basis
e The rates indicated reflect annual and monthly salaries.
e An eligible employee allocated to the Special Services Salary Table shall receive
a career increment differential because of longevity of service.
e An employee shall qualify for a first career increment differential when the
following requirements are met:
a) Must be serving under a credential requiring a baccalaureate degree,
b) Must have served for at least 14 school years,
c) Must have served five (5) school years on the top rate of either a Special
Services Salary Table or the Preparation Salary Table (or a combination
of both). The five years need not be consecutive, and
d) Must have completed the required staff development credits described in
the Collective Bargaining Unit Agreement between the District and UTLA.

MASTER (G) SALARY TABLE
This table displays the payment schedule for certificated management positions,
including directors, specialists, coordinators, elementary and secondary school
principals and assistant principals. Employees paid on the G salary table include those
to the A, B, and E basis.
e The salary rates indicated on the G Salary Table reflect annual and monthly
salaries.
e An eligible employee paid at the G Salary Table shall receive a career increment
differential each month. Applicable differential rate is identified in the Master
Salary (G).
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e An elementary, secondary school principal and an assistant principal may be
eligible to receive responsibility differentials based on student enroliment,
compensatory education and urban impact designations.

EXECUTIVE FLAT RATES
Annual contract salary for:

a) General Superintendent
b) Deputy Superintendents
c) Certain Executive Positions

Classified Employees Salary Table
A salary step for a classified employee is a schedule of payment rates applicable to
classified employees.

¢ Includes monthly and hourly rates based on full-time employment, depending on
the position.

¢ A new employee is placed at the lowest step and is paid on the next step after
completion of 130 workdays.

e An employee is paid the next step increase each year thereafter until the
maximum step is reached.

e A salary differential may be authorized for an employee who uses bilingual skills,
who is assigned to other than the day shift or who is assigned certain
responsibilities. A differential can be a flat (fixed amount) rate or a percent of the
base pay.

For more information, please refer to the Classified Salary schedules at
http://achieve.lausd.net/PC

Shift Differential
A shift differential is an increase in the regular salary to compensate for differences in
assigned time. An employee may be assigned to one of the following shifts:

e A Shift - Regularly assigned time is during the day and no differential is
authorized.

e B Shift - One-half or more of the regularly assigned time is between the hours of
5:00 p.m. and 12:00 midnight. A flat-rated employee assigned to work during “B”
shift receives a shift differential of five and one-half (5-1/2%) percent above the
regular rate of pay. Non-flat-rated employees who work one-half or more of their
assigned time between 5:00 p.m. and midnight shall receive a long-term salary
differential of one step on the salary schedule for their class/

e C Shift - One-half or more of the regularly assigned time is between 12:00
midnight and 7:00 a.m. A flat-rated employee assigned to work during “C” shift
receives a shift differential of eleven (11%) percent above the regular rate of pay.
A non-flat-rated employee assigned to work during “C” shift receives a shift
differential of two steps on the salary schedule of the respective classification.
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Bilinqgual Differential

A regular employee shall be paid a long-term salary differential for using bilingual skills
upon certification from the appropriate superintendent, division or branch head that, in
addition to regular duties of the class, the employee is frequently called upon to speak,
interpret and write a non-English language or to converse fluently in a non-English
language. To qualify for a bilingual differential, the employee must meet non-English
language proficiency standards prescribed by the Personnel Commission. The
differentials are discontinued upon promotion, demotion, transfer, change of location or
any other change of assignment. The differential authorized by this Rule is not available
to those employees who use of non-English language skills as a part of the regularly
assigned duties of their position has been recognized in the salary allocation of their
class. For example, Translators and Interpreters are not eligible for the differential.

Skill or Responsibility Differential

A differential paid to an employee based on the special requirements of a particular
position or the authorized use of the employee’s special skills. Differential rates vary
according to the type of skills required in a particular position.

Unclassified Salary Rates

A schedule of salary rates for an employee who is neither classified nor certificated. The
salary for these classifications is a flat rate and is paid by the hour, day, meeting, or
session worked.

Most common classes of unclassified assignments paid on this salary table include the
following:
e Professional Experts

Part-time Playground Positions
Community Representatives
Forum Lecturers
Student Aides
Elected and Appointed Officers

(a) Board of Education Members

(b) Personnel Commission Members
e Medical Experts
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Teacher and Assistants

The salary is a flat rate and is paid by the hour.
Teacher Assistant — Degree Track - New
Teacher Assistant — Non-Degree Track
Teacher Assistant — Degree Track — Continuing

Counseling Assistant

A degree track teacher assistant may be eligible for an additional one-time 5% salary
step above his/her base hourly rate following successful completion of 15 qualifying
units begun and completed during a 12 month period.
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OVERPAYMENTS

An overpayment occurs when one receives monies to which one was not entitled to. In
SAP Payroll, the amount owed by the employee to the employer is also called a “claim”
and is grouped under a specific wage type. The Los Angeles Unified School District, like
many California based employers suppresses or plugs claims following a specific
process to defer the negative impact to the employee.

Overpayments have many causes, but in most cases occur as a result of retroactive
time adjustments, annualization settlements, Personnel/Human Resources changes to
assignments, and salary/deduction corrections.

IDENTIFYING AN OVERPAYMENT

An overpayment is identified by a negative line item in the employee remuneration
statement. Most of the time, the negative line item is reflected under “Prior Pay
Adjustments”. A positive offset identified as “Adjusted Overpayment” is created to
prevent the collection of overpaid amount until the district is able to notify the employee
and the response time period specified in the notification has elapsed. The amount of
offset may not necessarily be the same as the negative line item because of other
adjustments that may have factored in the computation such as retirement and other
time adjustments.

NOTIFICATION

When an overpayment occurs, the employee will be notified in writing of the
overpayment and given options of repayment. The employee may choose to have the
entire overpayment amount deducted from the next pay check, agree to the repayment
plan set forth by the District, or request a different repayment plan subject to District
approval. The employee must return the repayment agreement within ten working days
after the notification date. Repayment responses and requests for research of the
overpayment must be sent via fax to Payroll Administration Payroll Customer Services
fax number (866) 761-7413. While it may take several weeks to respond to an
employee’s request for research, the employee should be aware that collection of the
overpayment will begin as stated on the letter.

TAX IMPLICATIONS

All taxes associated with any current year overpayment paid within the year and through
automatic payroll deductions are adjusted systematically to produce correct wage and
tax statements at the end of the year. Current year overpayments are recovered as
gross deductions to the full amount of the overpayment plug and allowed to reduce the
employee’s current year taxable gross. Overpayments which occurred in a prior year
and are repaid in the current calendar year are recovered as net deductions and are
reduced by Social Security and Medicare taxes, if applicable. An Overpayment
Remittance Statement will be sent to the employee at the end of the year reflecting the
amount repaid in the current year. The Remittance statement may be used to obtain a
credit (or deduction in some cases) when filing federal and state tax returns for the
current tax return year.
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DEDUCTIONS

Payroll Deductions are a set amount deducted from the employee’s salary.
The three general types of payroll deductions are:
A. Mandatory Payroll Deductions - payroll deductions required by law
B. Voluntary Payroll Deductions
C. Other Deductions

MANDATORY PAYROLL DEDUCTIONS

Examples of mandatory payroll deductions include:
Federal and State Withholding Tax

Medicare Tax, if applicable

Social Security Tax, if applicable

State Disability Insurance, if applicable
Retirement Contributions (STRS, PERS, PARS)
Agency Fee

Fingerprints, if applicable

NookrwnhE

1. Federal and State Taxes

Applicable Federal and State taxes are withheld each time salary is paid to an
employee. The employee, upon start of employment must complete and submit his/her
federal and state withholding allowance certificates to Payroll Administration Post
Processing to enable the district to withhold taxes.

To change existing withholding allowances, the employee may access the Employee
Self Service online resource https://selfservice.lausd.net to enter changes or submit
new forms. Withholding Tax forms for Federal taxes (Form W-4) and State Taxes (Form
De-4) are available at www.irs.gov and www.edd.ca.gov.

Mail completed forms to:

Los Angeles Unified School District

Payroll Administration — Deduction Reconciliation
P.O. Box 513307, Terminal Annex

Los Angeles, CA 90051-1307

If the employee expects to owe more taxes than will be withheld, provisions have been
made which allow an employee to increase the tax withheld from each salary payment.
The procedure is as follows:
e Claim fewer allowances than entitled to or claim zero allowances on line 4 of the
W-4 card.
e Request that additional amount be deducted on line 6 in addition to allowance
claimed on line 5 of the W-4 form.
¢ Request that additional amount be deducted on line 2 in addition to allowance
claimed on line 1 of the DE-4 form.
Annual withholding tax statements (Form W-2) are distributed to employees on the last
week of January. However, information on accumulated gross wages, Federal and
State withholding taxes is available on the last warrant stub issued in that calendar year.

112 |Page


http://www.irs.gov/
http://www.edd.ca.gov/

Payroll Concepts Manual

Withholding Tax forms for Federal tax (Form W-4) and State Tax (Form De-4) are
available at www.irs.gov and www.edd.ca.gov.

2. Medicare Tax
This deduction applies to the following employees:
e Employees hired or rehired after April 1, 1986 (Medicare only)
e Certificated employees hired prior to April 1, 1986 and elected Medicare
coverage in September 2001
¢ PERS members who contribute to Social Security
e PERS members who pay Medicare tax even if the employee is not paying Social
Security tax

Rate is calculated at 1.45% of True Gross (including overtime, TSA, differentials).

3. Social Security Tax
This deduction applies to employees who are PERS members.
e Deduction is computed at 6.2% of true gross (including overtime, TSA,
differentials)
e District pays matching 6.2% towards the fund
e Maximum taxable amount varies every year

4. State Disability Insurance (SDI)

This applies to employees in the following bargaining units:

Unit B - Instructional Aides

Unit C - Operations - Support Services

Unit D - Office -Technical and Business Services

Unit F - Teacher Assistants

Unit S — Some Classified Supervisory Employees

The employee pays for the cost of this insurance through payroll deduction. SDI tax is
deducted from salary payments received starting in January of each year up to the
maximum set amount, which varies from year to year.

5. Retirement Deductions

A. State Teachers’ Retirement System (STRS) deductions are contributions to the
retirement funds of the following certificated employees:
1. Regular contract certificated employees.
2. Substitute teachers who completed 100 workdays in any given school year.
3. Children/Development Center teachers (Assigned 4 or more hours per day).
4. Adult Education and part-time Adult Education employees who completed 60
hours or 10 days of service in a pay period.
Any substitute or part-time certificated employees may elect to become STRS
member, if the mandatory membership provisions do not apply. This election is
irrevocable.
6. Established members of STRS.

o
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* Please note: As of January 1, 2013, STRS members have two membership
categories; Classic and New. The new members’ withholding and retirement reporting
follow the Public Employees’ Pension Reform Act (PEPRA) 2013. A New member is
any employee that came into STRS membership on or after January 1, 2013 with no
prior service reported.

STRS contributions are collected from the employee’s basic assignment and are not
deducted from the following:

Retirement Bonus payment

Attendance Incentive payment

Mileage

Lump-Sum Vacation Payment

Automobile Allowance

Opt Out

Public Employees’ Retirement System (PERS) deductions are contributions to the
retirement funds of the following qualifying classified employees:
1. Employees working in a regular assignment for 4 hours per day or more.
2. Substitute or temporary employees that work 1,000 or more hours in a given
school year.

PERS contributions are collected from the employee’s assignment(s) and are not
deducted from the following:

Mileage

Lump-Sum Vacation payment

Retirement Bonus payment

Overtime*

Any additional assignment over 173.33 hours per month

Tools differentials

*Employees whose assignment is less than 173.33 per month, will have overtime
credited up to 173.33 hours of reported time.

PERS is deducted from the following:
e Salary from a regular assignment up to 173.33 hours per month
e Uniform allowance (Unit A) -Classic Members only

* Please note: As of January 1, 2013, PERS members have two membership
categories; Classic and New. The new members’ withholding and retirement reporting
follow the Public Employees’ Pension Reform Act (PEPRA) 2013.

Public Agency Retirement System (PARS) deductions are contributions to the
retirement funds of part-time, seasonal, or temporary employees (with exception of
student workers). Any employee who is not a member of STRS or PERS automatically
becomes a PARS participant, such as teacher assistants, and student aides. PARS
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contributions are collected from the employee’s gross salary (including overtime,
differential).

115|Page



Payroll Concepts Manual

TAX TABLE UPDATES
To comply with the law, it is the District’s standard operating procedure to apply new

regulatory bulletins every quarter or as necessary, to reflect new tax rates. The District
subscribes to the Business Software, Inc. (BSI) Tax Factory, a tax calculation software
that computes payroll taxes to be applied based on complex regulations of the Internal
Revenue Service (IRS), Franchise Tax Board (FTB), and Employment Development
Department (EDD). This eliminates the burden of tracking regulatory rules manually.
The District receives email and notifications via the BSI Tax Update Bulletins (TUB),
prompting us of system enhancements related to general taxation, including Federal,
State, Social Security, Medicare, Unemployment, and State Disability Insurance (SDI).

Tax Tables are posted for employee reference through the Payroll Administration
webpage as shown below.

Payroll Administration
Every attempt has been made to ensure accuracy of the 2015 W-2 statement information. However, any employee
who feels the information is inaccurate may complete a W-2 Inquiry Form, Attachment B of the 2015 W-2 Wage and
L e Tax Statements, and submit the completed form to the Payroll Support Services office fax (866) 761-7413. If the W-2
© calendar / Time Cards is inaccurate, an amended W-2 (W-2c) will be issued.

b LAUSD MyPay .
W-2/Tax Information

b Payroll Forms

_ » 2015 Wage and Tax Statements
© Payroll Information + 2015 General Instructions for Forms W-2 and W-3 - Access the IRS's instructions, definitions and

codes for W-2 forms
+ 2015 State Withholding Tax Table - Access the withholding tax table and tax rate schedules
» SEIU + 2015 Federal Withholding Tax Table - Access the withholding tax table and tax rate schedules
« 2016 State Withholding Tax Table - Access the withholding tax table and tax rate schedules
» 2016 Federal Withholding Tax Table- Access the withholding tax table and tax rate schedules
« W-2 Memorandum - This memo provides assistance to employees in understanding their Wage and Tax

© Bargaining Unit Information

» Retirement Information

P Time Reporting and Time Statement (W-2) for 2015
Approving Information « View and Print your W2- View W2 and reprint W2
b Resources Forms
» W-2/ Tax Info « How to View and Print Your W2 - View W2 and reprint W2 using LAUSD Employee Self Service

+ W-2 Inquiry Form/ W-2 Duplicates - Please use these forms to fax any concemns you may have about your
2015 W-2 Statement

« W-4 Form- Please use this form to change your Federal tax exemptions

« DE-4 Form- Please use this form to change your California tax exemptions

Quick Links

« Internal Revenue Service
« California Franchise Tax Board

116 |Page



Payroll Concepts Manual

6. Agency Fee

Most employees are represented by exclusive bargaining representatives in matters
related to wages, hours, and other terms and conditions of employment. If a member of
a bargaining unit does not wish to join the Union, the District processes a mandatory
payroll deduction for agency fee.

Below are the exclusive bargaining representatives for different collective bargaining
units of employees:

Teachers: UTLA

United Teachers Los Angeles

3303 Wilshire Boulevard, 10th Floor, Los Angeles, CA 90010
(213) 487-5560

http://www.utla.net

Certificated and Classified Administrators: AALA
Associated Administrators of Los Angeles

1910 Sunset Boulevard, Suite 510, Los Angeles, CA 90026
(213) 484-2226

http://www.aala.us

Unit a (School Police): LASPA

L.A. School Police Association

824 Wilshire Blvd., #10, Los Angeles, CA 90017
(800) 541-9395 or (213) 627-1175
http://www.laspoa.com

Unit B (Instructional Aides), Unit C (Operations - Support Services), Unit F (Teacher
Assistants) and Unit G (Playground Aides): SEIU (LOCAL 99)

L.A. City & County Service Employees International Union

2724 West Eighth Street, Los Angeles, CA 90005

(213) 387-8393

www.seiu99.net

Unit D (Office - Technical & Business Services): CSEA
California School Employees Association, Los Angeles Chapter 500
1505 Gardena Avenue, Glendale, CA 91204

(818) 244-1545 or (800) 834-9959

WwWw.csea.com

Unit E (Skilled Crafts)

L.A./Orange County Building & Construction Trades Council AFL/CIO
1626 Beverly Boulevard, Los Angeles, CA 90026

(213) 483-4222
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Unit H (Sergeant and Lieutenants)

Los Angeles School Police Management Association
2202 S. Figueroa St., #724

Los Angeles, CA 90007

(818) 631-3169

Unit S (Classified Supervisors)

Teamsters Local 572

450 Carson Plaza Drive, Suite A, Carson, CA 90746-3227
(310) 515-0601

www.teamsters572.org

7. Fingerprint Fees
The following employees must be fingerprinted by the Los Angeles Unified School
District and receive clearance from the Los Angeles Unified School District prior to
reporting for work:
I.  All new employees
II.  All former employees, if their most recent employment with the Los Angeles
Unified School District was prior to January 25, 1992.
[ll.  All former employees who have not worked for the Los Angeles Unified School
District within the last 39 months.
IV.  Current employees who were initially hired before January 25, 1992, who are
changing their employment status or classification.

The authorization cards to deduct the fingerprinting fees are received and processed by
Payroll Administration from HR Credentials, Contracts, and Compliance or from the
Classified Employment Transaction Services Branch. The amount deducted for
fingerprint fees ranges from $32.00 to $88.00.
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VOLUNTARY PAYROLL DEDUCTIONS

Voluntary payroll deductions are deductions taken as a result of a specific request by
the employee (see Appendix — Q for details). Voluntary Payroll Deductions include:

1. Employee Organization Dues
The District shall deduct union dues for bargaining unit members who have the
appropriate dues deduction card on file with the Payroll Administration.
Additionally, there are professional organizations that employees may join.
For example: California Association of School Psychologists and Southern California
Social Science Association
e Union due is deducted from an employee even if employee is no longer a
member of the bargaining unit. It is the responsibility of the employee to
submit a cancellation form to terminate the union deduction.

2. Credit Union
There are five Credit Unions available for which district employees may have dollar-
amount deductions coming from their payroll.
e The California Credit Union
Downey Federal Credit Union
First Financial Federal Credit Union
LACSE — Federal Credit Union
Schools First Federal Credit Union

3. Charitable Contributions
Each year, the Los Angeles Unified School District gives back to the community through
its annual employee giving campaign. The fundraising efforts encourage employees to
donate through payroll deductions. Payroll Giving Cards to set-up, change, or cancel
deductions are usually distributed during the campaign period. Currently, there are
twelve fund distribution agencies representing over 400 non-profit groups.
e Asian Pacific Community Fund

Brotherhood Crusade

Community Health Charities of California

Earth Share of California

Kathryn L. Kurka Children’s Health Fund
Auxiliary Services Trust Fund - LAUSD

The Los Angeles Trust for Children’s Health

United Latino Fund

United Negro College Fund

United Teachers Educational Foundation

United Crusade/United

To enroll, change, or discontinue any type of voluntary payroll deductions, contact the
specific office/organization directly. Allow a minimum of four (4) weeks for the requested
action to become effective the following pay period.
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1. Tax Shelter Annuities (TSA)

2. Flexible Spending (FSA) (Health Care and Dependent Care)
3. Flexible Dependent Care Plan

Tax Shelter Annuities, Flexible Medical Plan and Flexible Dependent Care Plan are
handled and maintained by Benefits Administration.

All deductions are on a calendar basis (January - December). The Voluntary Deductions

Schedule - Appendix Q identifies the payroll area, the deduction schedule, and
frequency per year for voluntary deductions.
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OTHER DEDUCTIONS

Health and life insurances are under Benefits Administration. They are only included in
this section because they appear in the remuneration statements as components of
pay. Employees should contact Benefits Administration at (213) 241-4262 or emaill
benefits@lausd.net for any health and life insurance questions.

1. Health Insurance

District-Paid Health and Welfare deductions are divided into three (3) groups:
1. Medical Insurance
2. Dental Insurance
3. Vision Insurance

Employees may change insurance companies for a given type of deduction only once a
year. Health Insurance Section mails out information packages each year to qualified
employees that list and compare the various health plan services and benefits available
to employees.

A year-round school employee who is off-track and is not paid any salary for an entire
pay period does not receive health benefits from the District.

Any questions on Life and Health and Welfare benefits, Flexible Plans claims,
qualifications, etc. should be directed to Insurance Section at (213) 241-7362.

2. Life Insurance

Life Insurance deductions are divided into two (2) groups:

1. District-Paid Life Insurance. All eligible employees with health welfare benefits
and un-benefited employees of Local 99 are entitled to a District-paid life
insurance coverage of $20,000.

2. Employee-Paid Life Insurance. Employees who are eligible for health and
welfare benefits have the opportunity to purchase Optional Life Insurance
coverage up to three times (3x) the employee’s annual salary. Optional Life
Insurance is updated in April of each year. Contact Health Insurance Section for
exceptions.
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GARNISHMENTS

Garnishments are deductions taken from an employee’s salary following a court order
or as demanded by government agencies such as the Franchise Tax Board (FTB),
Internal Revenue Service (IRS) and United States Superior Courts.

Reasons for Garnishments:

Delinquent Taxes — Federal, State, Property Tax

Child Support/Alimony

Unpaid Vehicle Registration/ Court Ordered Debt Collection
Unpaid Student Loans

Civil Judgments

agrwnE

Most garnishments are a percentage of the employee’s disposable net. The garnished
amount may be anywhere from 15% (student loan) to 50% (support) of disposable
earnings. Federal tax levies provide the employee an amount exempt from the levy,
after which the remainder of employee’s earnings will be garnished. Federal tax levies
remain in effect until a release is received from the IRS. Until the District receives a
release or termination of the order from the IRS, the employee’s pay will continue to be
garnished even if the levy is paid in full.

Garnishment orders should only be served to Payroll Customer Services located at 333
S. Beaudry Ave 15t floor.

A release, termination, or modification of the order by the issuing agency can be mailed
to Payroll Administration at 333 S. Beaudry Ave 271" floor, Los Angeles, CA 90017 or
faxed to (213) 241-8937. The release must be received by Payroll Administration no
less than 7 business days prior to the payroll cutoff to be effective for the next pay date.
It is the responsibility of the employee to ensure that this document was received by
Payroll Administration.

For compliance reasons, if an employee has a garnishment with a set monthly amount,

he/she will be unable to receive off-cycle payments. Any payment due to the employee
from a previous period will be paid on their next regular pay date.
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PAYMENT METHODS

A) AUTOMATIC PAYROLL DEPOSIT (APD)

Automatic Payroll Deposit (APD) commonly known as “direct deposit”, is an electronic
payment system wherein the District provides information resulting to the transfer of the
net amount of the employee’s salary to the employee’s bank, savings, pre-paid card
and/or loan or credit union account on payday.

The Branch encourages all employees to sign up for APD for the following reasons:
Expedites delivery of salary

Eliminates risk of loss or theft of salary warrant.

Avoids the inconvenience and responsibility of handling salary warrants.

Cuts down on bank visits in order to make a deposit

Assures bank deposit and access to funds even if you are unavailable, on illness
leave, unassigned, or vacation.

Helps the District reduce expenses and become a more environmentally-friendly
institution

agrwnE

o

Enrollment Procedure for APD:

1. Have the employee verify that his/her bank, savings and loan or credit union is a
member of the Western Payments Alliance. This information may be obtained
from the employee’s bank operations officer.

2. APD authorization cards are available in the Payroll Administration under the
Payroll Services website: http://achieve.lausd.net/payroll Or obtain one at Payroll
Customer Services (PCS).

AUTOMATIC PAYROLL DEPOSIT AUTHORIZATION CARD
LOS ANGELES UNIFIED SCHOOL DISTRICT

EMPLOYEE
NUMBER

10 11 12 13 14 15 17 FI M LASTNAME

I HEREBY AUTHORIZE THE LOS ANGELES UNIFIED SCHOOL DISTRICT OR ITS AGENTS, TO INITIATE DEPOSITS (AND/OR CORRECTIONS TO PREVIOUS DEPOSITS) TO THE
FINANCIAL INSTITUTION INDICATED BELOW. THE INSTITUTION IS AUTHORIZED TO DEPOSIT AND/OR CORRECT THE AMOUNTS TO MY ACCOUNT. | MUST SUBMIT A NEW
AUTHORIZATION CARD IF | CHANGE OR CLOSE MY ACCOUNT. THIS AUTHORIZATION REPLACES ANY PREVIOUSLY MADE BY ME AND IS TO REMAIN IN EFFECT UNTL A
NEW AUTHORIZATION CARD IS SUBMITTED BY ME. PLEASE ALLOW 1 TO 2 PAY CYCLES FOR AUTHORIZATION TO BE EFFECTIVE.

BANK NAME BRANCH BANK PHONE NO.
|:| CANCEL APD E CHANGE ACCOUNT NUMBER |:| CHECK BOX IF SAVINGS ACCOUNT
50 51
School or Office Date Employee’s Authonized Signature
DO NOT COMPLETE THIS SECTION - PAYROLL SERVICES BRANCH USE ONLY
TRANSIT NO ABANO ACCOUNT NUMBER INFORMATION

5

24 25 26 27 8 29 30 31 33 34 35 36 37 38 39 40 41 42 43 44 45 46 47 48 49
Please forward this card, together with a voided check or savings account statement showing your account number to

Payroll Services Branch, 333 South Beaudry Avenue, 27t Floor, Los Angeles, CA $0017.
Form L-60-950 rev. July 2008

Have the employee complete the top portion of the Automatic Payroll Deposit
Authorization Card (above the portion for “PAYROLL SERVICES BRANCH USE
ONLY”) (Form L-60-950).
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3. Attach a voided check if the APD is to a checking account, a monthly bank
statement showing employee’s bank account number if the APD is to a savings
account; or bank letterhead showing the employee’s bank account number if
APD is to any special type of account where the employee does not use checks
or receive conventional bank statements. The Warrant Reconciliation Unit at the
Payroll Administration Branch will complete Part Il of the APD card from this
information contained on the deposit slip, statement, or bank letter.

4. When an account is changed, the employee must submit a new APD card,
marking the change acct # box, and providing the required attachment for the
new account. The new form will supersede previous information.

5. When an APD is to be canceled entirely, the employee must submit an APD

card, marking the cancel APD box. No attachments required to cancel.

Faxes and e-mails are not accepted.

An employee may also walk in to Payroll Customer Services (PCS) located on

the 15t floor in the Beaudry Bldg. to fill out and/or drop off the APD form with the

required attachment.

8. Signed forms with required attachments may also be submitted via school mail
to:

No

Payroll Administration Branch
Attn: Payroll Accounting Unit
Beaudry Bldg. 27th Floor

Expect the APD to be in effect within one to two pay periods from the time the card is
submitted.

B) PAYROLL CARD OR “PAY CARD”

LAUSD has partnered up with the California Credit Union in order to offer exclusively
LAUSD employees with the CCU Pay Card. Instead of receiving paper checks each
payday, pay will be electronically loaded onto the employees’ CCU Pay Card on
payday.

The California Credit Union Pay Card offers the following benefits

e No monthly maintenance, minimum balance or reloading fees

e Receive your pay on time, every time — no matter where you are

e Withdraw your entire pay or Cash Out from a CCU ATM or bank branch free of
charge

e No checking account or membership required

e Access to over 28,000 fee-free ATMS nationwide

e Make purchases anywhere the Visa® logo is accepted - including online
transactions

Enrollment is easy. Simply visit www.ccupaycard.org or pick up an enroliment form
from Payroll Customer Services, or any CCU branch.
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Viewing Your Pay Stub Information:
With APD or the Pay Card, you will be part of LAUSD’s paperless initiative and payment
details can be viewed by doing the following:

1. Go to the Employee Self-Service web site (ESS) https://selfservice.lausd.net
on any computer connected to the internet (on a designated My Pay computer,
in your classroom, at home, in a school or public library, etc.)

2. Log in with your single sign on and password.

3. Click on Online Pay Stub you want to print.

4. The District will only issue pay stubs to direct deposit employees that “opt out”
of the Districts paperless initiative. To opt out, log on to Employee Self-Service
web site https://selfservice.lausd.net and click on the Paper Pay Stub Option
link from the Overview screen. A step by step instruction on how to opt-out is
available in the LAUSD My Pay home page.

The employee’s salary warrant stub will be delivered to the work location or home
address.

C) WARRANTS

If an employee elects to receive warrant payments delivered by school mail or U. S.
Postal Services, any delay or loss is the responsibility of the employee.

LOST WARRANTS

If an employee has not received a warrant by the end of the payday, the employee must
complete a lost warrant affidavit and submit it to Salary Delivery Unit. The affidavit must
be signed by the employee, witnessed and verified by the time reporter or site
administrator.

If a signed lost warrant affidavit is received by the Salary Delivery Unit by 10:30 a.m. on
any day, a replacement warrant will be issued within 3 business days following receipt.
Once a stop payment is placed on the original warrant, it cannot be cashed even if it is
subsequently received by the employee.

If the stop payment order is rejected by the bank because the warrant has been cashed,
the employee will receive a notification of the canceled warrant. A letter of instruction
regarding the procedure for filing a forgery affidavit shall be mailed if the employee
disputes cashing the warrant. The County Warrant Investigation Office will determine if
employee’s claim of forgery is legitimate. If the signature was forged, a duplicate check
will be released to the employee by the County Investigator.
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VERIFICATION OF IDENTIFICATION
Employees opting to pick-up off-cycle or replacement checks must be prepared to
present valid picture identification. The following are acceptable identifications:

e Driver’s license

e California ID or Other State ID

e U.S. Passport

CHANGE IN OFFICIAL HOME ADDRESS

Change in “Official Home Address” and/or telephone number must be updated via the
Employee Self Service at https://selfservice.lausd.net.

If you are unable to access the Employee Self Service, report your changes to Payroll
Customer Services by completing Change of Address Request Form or form HR8201.
This form is available at all schools and offices, and may be downloaded from
http://achieve.lausd.net/Page/1545.

It must be filled out completely, signed by the employee and forwarded via school mail
to:

Los Angeles Unified School District

Payroll Customer Services

333 S Beaudry, 1st Floor

Los Angeles CA 90017

Or faxed to (866) 761-7413

Forms not completely filled out will be returned.

Salary Warrants or stubs not sent via school mail to pay location will be U. S. mailed to
official home address.

A returned salary warrant or stub is forwarded to the employee’s current address if the
information is provided by the US Postal Services. If there is no current address
information available, the Salary Delivery Unit will hold the warrant until the employee
contacts the unit.

Stale Dated Warrants

Warrants 6 months and older are considered stale dated. To replace stale dated
warrants, the employee will need to fill out an affidavit and submit it along with a letter
stating why the warrant was not cashed to Payroll Salary Delivery. The request to
reissue shall be forwarded to the Los Angeles County Office of Education (LACOE).
The process may take 4-6 weeks depending on LACOE'’s timeline.
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DECEASED EMPLOYEES

The Payroll Administration must be notified promptly by telephone as soon as a school
or office is informed of the death of an employee. The telephone number of Payroll
Administration is (213) 241-2896. The following information should be provided to
Payroll Administration

e Employee’s payroll name and employee number
School/section and location number where the employee last worked
Employee’s status and classification
Name and address of next of kin, if known
Date of death

Warrants of Deceased Employees

Under the provisions of California Government Code Section 53245, effective
November 13, 1968, an employee should file a Warrant(s) Recipient Designation (Form
60.466) with the Accounting and Disbursements Division, Payroll Administration. The
form is available at the Payroll Administration website under Payroll Forms.

On the death of the employee, the person named as designee shall be entitled to
receive the warrant(s) that would have been payable to the deceased had he/she
survived. Payments made under this section are limited to warrants for salary, mileage,
travel expense reimbursement and similar purposes.

The form may show the name(s) of person(s) as designee(s) who may be of any age.
Filing the form does not serve to change the beneficiary designated to receive death
benefits under the applicable retirement system or any other designation of beneficiary.

All employees should have a “Warrant(s) Recipient Designation” form on file with the
Payroll Administration in order to avoid probate for moneys due, in case of death. A new
form should be filed if any of the following items have changed:

1. Name of Employee

2. Person(s) named as Designee(s)

3. Address of Employee or Person Named as Designee(s)

If a person is not certain as to whether a Warrant Recipient Designation form has been

filed or the information on the form has been updated, a new one should be completed
and forwarded to the Payroll Administration.
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EMPLOYEE SELF SERVICE (ESS)

The Employee Self Service (ESS) Website was designed to assist employees to:

View Time Statements

View Online Pay Stubs

Update Tax Withholding for W-4 (Federal) and DE-4 (State)
Update Address

Reprint of W2 starting calendar year 2012

ahwnE

Information on how to access Employee Self Service Website:

Go to http://achieve.lausd.net/Page/4662

On the Employee Tools website click on Employee Self Service.

Your User ID is your single sign-on LAUSD email and password

Questions Answers

ESS Help

Problem using Employee Self Service |Email payrollsupport@Ilausd.net

website?

Operating System and Browser Read Operating System and Browser Requirement

Requirements for Employee Self
Service Website

Time Statement Help

Step by Step Instruction / Job Aid 1. Click Time Statement link in Home Page

2. Your Time Statement for current month appeatrs.

3. To view other periods, click “Display more Time
Statement” link.

Read_Job Aid
‘Questions on Time Statement? ‘Read FAQ and Tips and Tricks
‘Incorrect Time Entry? ‘Contact your time keeper

Online Pay Stub Help

Step by Step Instruction 1. Click Online Pay Stub link in Home page

2. Most recent Pay Stub appears.

3. To view Pay Stub for other periods, click “View Pay Stub
for Other periods” link above the pay stub.

4. Click the pay day that you are interested in.

Read_Job Aid
Questions on how to read Pay Stub? |Read
FAQ
Visit Pay Stub section of Payroll Website
Incorrect Pay Stub? Call at (213)241-2570 or fax the Service Request form to

(866)761-7413
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Latest Payroll Information (Payroll
Customer Services Hours, Payroll
Calendar)

Step by Step Instruction

Problems changing your Tax
Withholdings? Questions?

Latest Tax Information

Step by Step Instruction

Problems changing your address?
Questions?

Step by Step Instruction

Questions on W2 or W2-Corrections?

Visit Payroll Website

Click Tax Withholdings for W-4 and DE-4.

Most recent California and Federal Tax Withholdings are
displayed.

Click "Edit" button to change your Tax Withholdings.
Read the provided document from IRS.

Click the message pop-up box in order to continue.
Place check mark in “Declaration Box” and click
“Review” to continue.

7. Click “Save” button to save the changes.

N

o 0bhw

Read Job Aid for detailed instructions.

Fax the Service Request form to (866)761-7413 and call
Payroll Customer Services at (213) 241-2570

Visit Tax Information of Payroll Website.

1. Click Change Address and Phone Number link in Home
page.

2. Your current district record for home address and phone
number appears.

3. Click "Edit" button to change your address and phone
number.

4. Click "Review button" to review the changes.

5. Click "Save button" to save the changes.

6. Message will appear, "The changes you made to your
Address data were saved".

Read_Job Aid

Call ITD Services Desk 213-241-5200 option 6 and then
option 7. You may also call Payroll Customer Services at
(213) 241-2570.

1. Click W2 Reprint link in Home page.
2. Your W2 can be reprinted from 2011-2015.

Read Job Aid
Visit W2 section of Payroll Website.
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PAYROLL CUSTOMER SERVICES

Payroll Customer Services (PCS) has been established to assist all current and
displaced District Employees to address a variety of work related questions and to
access resources. The goal of PCS is to ensure that each employee receive
exceptional customer service, an efficient response to concerns and to resolve payroll
inquiries on the first call.

What can PCS do for employees?

Address questions regarding:

Payroll

Benefits

Certificated and classified concerns
Retirement

Frequently asked questions

Direct employee to LAUSD online resources regarding:
e District policies and procedures

Other payroll inquiries can also be made by email, fax, mail and face to face.

The contact address:

Payroll Customer Services

LAUSD Administration Building

333 South Beaudry Avenue, 1st Floor
Los Angeles, CA 90017

TELEPHONE SERVICE REQUEST (213) 241-2570
(Hours: 8:00-4:30 pm)

FAX SERVICE REQUEST (866) 761-7413

E-MAIL SERVICE REQUEST payrollsupport@Ilausd.net

*Please include name and employee number on all written request.

130 | Page


mailto:payrollsupport@lausd.net

Payroll Concepts Manual

BUSINESS RULES AND POLICY

LACOE Fiscal Monitoring Review Compliance - Payroll System

It is the policy of the District to immediately notify LACOE before a new payroll system is
implemented.

When a new payroll system is implemented, the following procedures shall occur:

The District will initiate an action to obtain Board approval of an anticipated
implementation of a payroll system. Board approval shall be obtained prior to
allowing any action of consideration that a new system be adopted.

Upon receipt of Board approval, the District shall notify LACOE in writing
within 45 days of consideration for implementation of a new payroll system.
The District shall consult and involve LACOE of any action that will impact
employee pay and the District financial standing.

LACOE Fiscal Monitoring Review Compliance - Signatory

It is the policy of the District to immediately notify LACOE when any authorized
signatory such as a board member or employee signatory officer under the authority of
Office of the Chief Financial Officer who is authorized to sign orders for employee or
vendor warrants on behalf of the District leaves the District.

When a board member or official employee signatory officer leaves the District, the
following procedures shall occur:

The District will notify LACOE in writing within 45 days of the departing board
member or employee signatory officer

The District will initiate an action to obtain Board approval of an amendment to
the current Certification Signatures for All Orders document. Board approval
shall be obtained prior to allowing a new board member or official employee
signatory officer to sign orders for employee or vendor warrants on behalf of
the District.
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Appendix A: Day to Day Substitute Information (Policy Guide A5)

LOS ANGELES UNIFIED SCHOOL DISTRICT AL
POLICY GUIDE ASSIGNMENT
SERVICE: Certificated DAY-TO-DAY SUBSTITUTE INFORMATION

ISSUED BY: Pers. Research (12-06-11)

REPLACES: PG:AS5(10-11-10)

REFERENCE: LAUSD - UTLA Collective Bargaining Agreement, Article XIX

CHANGES: Requires mandatory use of SubFinder system. Compliance with Office of Civil Rights
(OCR) Settlement.

Substitute teachers play an important role in providing classroom instruction at the highest level of
consistency in the absence of the regular classroom teacher. It is required that teachers and
principals identify a list of preferred substitute teachers who will ensure that the quality of instruction
for our students remains consistent during the absence of a regular teacher.

All substitute teaching assignments must be filled by utilizing the SubFinder system. Failure to use
the SubFinder system for any substitute teaching vacancies at a school site can result in disciplinary
action. To review, create, cancel absences and jobs, and to modify preference lists please refer to
the SubFinder Site Administrator Instructions.

1. Day-To-Day Assignment Defined. A day-to-day substitute is assigned as needed on a day-to-
day basis to replace a regular certificated employee who is absent from service or to fill an
unfilled position for which there is no available contract employee. Regular credential or
emergency 30 day substitute permits authorize the holder to serve as day-to-day substitute
teachers in any classroom, including preschool, kindergarten, and grades 1-12. Permits are valid
for one year.

2. Day-To-Day Assignment, Extended.  Any day-to-day substitute who serves for more than twenty
(20) consecutive working days in the same assignment in place of the same absent employee or
in the same unfilled position shall be classified as a day-to-day substitute, extended employee
retroactive to the beginning date of the assignment. Also, a substitute teacher who is assigned for
ten (10) consecutive days to an unfilled position in which the substitute teacher opens a class in
the regular K-12 program. at the beginning of the school year shall be paid at extended substitute
rate.

a. Days used by the substitute for iliness, personal necessity, or bereavement shall not count
toward, but shall not constitute a break in, the consecutive working days requirement.

b. Upon the termination of the extended assignment, the substitute shall return to, and be paid
as, a day-to-day substitute. Should that same substitute, within five (5) working days of the
termination date be returned to the previous extended assignment and continue in that same
assignment for 2 minimum of ten (10) additional working days, the substitute shall again be
classified and paid as an extended substitute retroactive to the beginning date of the return to
the position.

c. A substitute may not be released from an assignment as the 21st day approaches, for the sole
purpose of preventing the substitute from qualifying for the extended substitute pay rate.

d. The school administrator shall certify the service dates for each extended substitute
assignment by submitting the Request for Extended Day-to-Day Substitute form
(HR _Form 2139), on-line in a current payroll cycle to ensure the substitute is paid correctly and
on time for the assignment.

LAUSD - Human Resources Division -10of7-
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DAY-TO-DAY SUBSTITUTE INFORMATION
A5 (12-06-11)

3. Credential.
a. Must hold a regular credential or a valid day-to-day permit to teach thirty (30) days or less.
b. If serving on a day-to-day permit, cannot teach beyond twenty (20) days in a Special Education
class.
c. [fin an extended assignment for more than twenty (20) consecutive days, must hold a valid
credential for the level/subject to be taught.

4. Preferred Substitute Calling List (Name Request).
a. Definition. A school's Preferred Substitute Calling List (Name Request List) contains the

names and employee numbers of day-to-day substitutes who may be specifically requested for
assignment and off-track, year-round school teachers specifically requested for assignment to
their home school. In order to be eligible for placement on a school's Preferred Substitute
Calling List, the employee must be available a minimum of Monday and Friday, and approved
by the site administrator in consultation with the faculty.

In developing a school's Preferred Substitute Calling List, consideration must be given to the
substitute’s credential and subject matter expertise and prior successful service at the school
site. Additionally, substitutes should be identified based on their ability to provide instruction at
the highest level of consistency with the regular classroom teacher.

(1) The procedures described in this guide are not applicable to Child Development, Early
Education, or Adult and Occupational Education Division substitutes. These divisions
compile their individual calling lists.

(2) Name requests for substitutes serving concurrently as Categorical Limited Contract (CLC)
teachers may be honored if the combined service meets the minimum Meonday and Friday
(two days per week) requirement.

b. Compilation of Preferred Substitute Calling List.
The Preferred Substitute Calling List will be developed cooperatively by the regular faculty and
the principal. Priority shall be given to individuals holding a valid regular credential. The
principal shall have the responsibility for final approval of the list and the right to add or delete
from the list as deemed necessary. The number of names on the list shall not normally exceed
the equivalent of one-third of the regular teaching faculty. The approved lists for each school
shall include names and employee numbers and shall be posted and a copy distributed to
each faculty member.

c. Useof Lists.

(1) Name reguests will be honored by the Certificated Substitute Assignment (CSA) Unit only
under the following circumstances:

(a) The substitute is requested by name and employee number.

(b) The requested substitute has not been previously assigned on the requested day.

(c) The name and employee number of the requested substitute is on the school's
Preferred Substitute Calling List, and the assignment coincides with the substitute’s
designated subject fields or grade level availability.

(d) The requested day is one of the days of stated availability.

(&) The requested substitute is not on the “Standby List™.

{f) The request was made through SubFinder system.

(2) Substitutes whose names appear on the school's Preferred Substitute Calling List shall be
called before their regular order for assignment only when they are requested by name
and employee number by an absent teacher or the principal/designee from the scheol. If
they are not requested by name and employee number for that particular day, they are
called according to their regular calling order priority outlined in Section 6, below.

LAUSD — Human Resources Division -20f7-
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5. Assignment Procedures for Substitutes.
a. Day-to-day substitutes may apply to only one geographic Service Area (South, Central, or

Morth) for assignment.

b. Upon request, day-to-day substitutes will be placed on a calling list within the geographic
Service Area, but are subject to assignment to any school within the geographic Service Area.
In addition, when necessary, substitutes may be assigned to any school in an adjacent calling
area.

c. Substitutes must be available for at least two consecutive days per week (Friday-Monday
meets the consecutive days requirement). Substitutes who are unable to comply with the
consecutive days availability requirement because they are also Categorical Limited Contract
(CLC) teachers are exempt from this requirement.

d. Allinitial assignments for substitute teachers, including those who are name-requested, must
be requested through SubFinder and come from the CSA Unit.

e. The school administrator or designee (not the substitute teacher) shall call the SubFinder
system for any extension. For reduction of initial assignment days the administrator or
designee must call the CSA Unit and notify the substitute.

f. When a substitute receives a Certificated Day-to-Day Substitute Teacher Inadequate Service
Report (ISR) (HR Form 1079) at a school, either the principal or the substitute may request
that the substitute not be assigned to that particular school in the future.

g. An elementary substitute must be available to teach grades K through 6.

h. Separate calling lists will be maintained for Child Development and Early Education. Centers.

i. A substitute who should have been assigned, but was not assigned due to a clerical error,
shall be granted one of the following remedies, at the employee’s option:

(1) A make-up assignment on a day the employee would not normally be called, such as
during winter or spring recess or during summer session; or
{2) Cancellation of an “unavailable” charged against the employee.

J- Substitutes who are assigned by SubFinder or the CSA Unit have a nght to work and be paid
for the service they provide whether at the school site to which onginally assigned or, if
necessary, to an alternate assignment specified by the District. If assigned to an alternate
assignment, the substitute shall be reported from the time of amval at the onginal school site.
If a substitute declines an alternate assignment, the substitute shall not be entitled to pay for
that day; however, such substitute shall not receive an “unavailable” charge.

6. Calling Order.
a. Substitute teachers shall be called for assignment in the following priornity order:

(1) Contract Pool (Displaced) Teachers temporarily assigned to substitute poaols, and year-
round school teachers newly assigned or whose track is changed and who therefore need
to make up time in order to complete one full year of retirement service credit.

{2) Incentive Plan substitutes. (Currently not in effect)

(3) Substitutes requested by name and employee number (Preferred Substitute Calling List),
and available year-round school teachers, who are off-track and requested by name and
employee number at their home school. The request list is limited to those whe are
available at least Fnday and Monday, and are approved by the school administrator in
consultation with the faculty.

LAUSD — Human Resources Division -30f 7-
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6. Calling Order. (Cont'd}

a. Substitute teachers (Cont'd)

(4) All remaining openings shall be filled from geographic Service Area pools. Substitutes'
names shall be ranked by the date of election to certificated service on separate lists for
each pool according to service category (K-6 or a given secondary subject field), and called
in the following priority order:

(a) Substitutes available five (5) days per week
(b) Substitutes available at least two (2) consecutive days per week but less than five
(5) days.

(5) Remaining year-round school teachers who are off-track and not assigned in accordance
with (3) or (4) above, off-track teachers not available to substitute at their home school, or
teachers on traditional calendars serving as substitutes during unassigned penods.

(6) Year-round school teachers, who are off-track and available to substitute at least two
(2) days per week at their home school, but need not remain available each week of
their off-track period. These teachers shall be ranked by their seniority date within the
service category (K-6 or a given secondary subject field) for assignment at their home
school.

MNote: A day-to-day substitute who also serves as a Categorical Limited Contract (CLC)
teacher will not be considered to have a break in the consecutive days of service for
calling priority.

(7) Standby List. Substitutes on a Standby List shall be assigned by rank by date of

election to certificated service within service category - see Section 8.a.

b. Upon request, substitutes shall be advised of their rank on the calling priority list.

c. Duning the summer hiatus and off-track periods for year-round schools (i.e., Z Basis - refer to
Agreement, Article IX, Section 10.0}, the calling order shall be as described above, but will be
restricted to a limited number of substitutes who have volunteered and have been selected for
summer duty, again based upon the above priority order.

d. During emergencies, the above priorities may be temporarily suspended.

7. Unavailability. An "unavailable” will be recorded on the service record each time the substitute:

a. Refuses an assignment within the geographic Service Area set forth in Section 6.a. above.
However, if the call is received before 5:30 a.m. or after 8:30 a.m. or if the call is for an
assignment of less than a full day, an "unavailable” will not be charged.

b. Refuses to accept the extension of an assignment within availability designation. However, a
substitute may decline to accept extension of an assignment without penalty as an
"unavailable” in any of the following circumstances:

(1) If the extended assignment conflicts with a previous commitment by the substitute for a
different name-requested assignment; or

(2) If the substitute has already served ten (10) consecutive days in the assignment; or

(3) If the assignment is for a subject field other than that designated on the availability form.

c. Fails to answer the telephone personally between 5:30 a.m. and 8:30 a.m. In the case of
Children's Centers, the hours are 7:30 a.m. to 9:30 a.m.

d. Is unreachable by telephone during two attempted calls within the hours specified in c. above.

e. Declares unavailability. However, if the substitute satisfies the District that the unavailability
was for more than one day because of a continuing illness (or compelling personal reason),
only one "unavailable” will be charged for that period.

LAUSD — Human Resources Division -40f 7-
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8. Standby Lists.
a. A substitute may be changed from any higher priority to a Standby List for the following

causes:

(1) Ten {10} "unavailables™ in any cne semester or four (4) “unavailables™ during summer
session from July 1 through the start of the fall semester (three (3) in any intersession
period for a year-round school teacher substituting during his/her off-track period).

(2) Receipt of a second Inadequate Service Report (ISR) in any one semester or summer
session from July 1 through the start of the fall semester.

(3) Receipt of a second report of late arrival in any one semester or summer session from July
1 through the start of the fall session, which has been determined to be the fault of the
substitute.

b. Names of substitutes on the Standby List shall be called after all other available substitutes
have been assigned. Name requests will not be honored for those on the Standby List. A
substitute who is placed on the Standby List shall be given immediate notice thereof and an
opportunity for prompt administrative review by the administrator in charge of the CSA Unit.
Such review shall be without prejudice to any rights the substitute may have under the
grievance procedure. After a period equivalent to six (6) working months, a substitute on the
Standby List may be returned to a regular prionity, provided that he/she does not receive an
Inadequate Service Report (ISR) during that period.

c. Each school shall post and distnbute to teachers a copy of its substitute Preferred Substitute
Calling List (Name Request List) and a copy of the list of off-track teachers (if any) available to
substitute during their off-track period. These lists shall include the teacher's employee number
to ensure that the proper substitute is requested and assigned.

9. Commendation
The school administrator should memorialize substitute employee’s outstanding performance by
commendation by completing the Certificated Day-to-Day Substitute Teacher Commendation

Report (HR Form 1081).

10. Late Arrivals.
If a substitute cannot reasonably expect to reach a school before class begins, he/she must notify
the CSA Unit upon receiving the assignment call and must also attempt to call the school.

If a regularly assigned teacher in a secondary school is providing replacement service for the
class of a late arnival substitute, the regularly assigned teacher may complete the penod of
replacement service if one-half of the period has already been completed.

11.Time Reporting.

a. A substitute teacher must serve a full teaching day to receive a full day’s pay. Time should be
reported to the nearest tenth of an hour (6 minutes) from the time instruction begins.

b. A substitute who serves a full day shall be time-reported for the same number of hours as the
employee for whom he/she is substituting. A substitute who is assigned duties beyond the
regular assignment for which the regular employee is compensated (e.g., UCTP duties) shall
be time reported for the full time of the additional assignment.

LAUSD — Human Resources Division -5of 7-
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11.Time Reporting. (Cont'd

c. Service for less than a full day will be compensated proportionately unless the late arrival is
due to a late call from SubFinder or the CSA Unit which does not permit the substitute to reach
the school before class begins. If the substitute has complied with the provisions of Section 10
above, and the school confirms the time of the Unit's call, the substitute will be given an
opportunity to make-up the late time (up to a maximum of one hour) at the end of the school
day.

d. A substitute who is assigned for less than a full teaching day, but was not so informed at the
time of the assignment offer (and it was not otherwise apparent), shall be entitled to a full day's
pay provided that he/she performs other duties as assigned for the balance of the workday.
For example, if it is determined that a substitute was not informed of a half-day assignment,
the substitute will be permitted to serve and be paid for a full day. The school must confirm the
terms of the assignment offer with the CSA Unit.

12.Release from Assignment.
Any employee serving as a substitute may be released from a particular substitute assignment by
the immediate administrator or designee at the end of any working day. The Daily Time Report for
Substitutes which is completed by the school administrative assistant or designee, reflects hours
worked, and indicates whether the substitute has been held over or released from the assignment.
This procedure shall not be applicable to substitutes serving in extended substitute assignment
status.

13.Termination. Although there are no legal constraints that restrict the dismissal of a substitute,
District practice is that a substitute will usually be terminated based upon, but not limited to, an
unsatisfactory act, cniminal activity, issuance of Inadequate Service Report (ISR), expiration of
permit of credential, cut of compliance with Child Abuse Awareness Training (CAATS), or non-
availability.

14_Duties. A substitute is expected to perform in a competent manner all of the regular instructional

duties of the absent teacher and other duties reasonably assigned by the principal. Failure to

satisfactorily perform these duties may result in an Inadequate Service Report (ISR). Instructional

and other duties include but are not limited to:

a. Armive at school on time (substitutes should be ready to leave home immediately upon
receiving an assignment) and remain on site for the full day;

b. Present the Payroll Authonzation Card to the principal or school administrative assistant/office
manager and report the name of the absent teacher;

c. Review lesson plans for the day, if available. If no plans are available, determine areas
currently being studied and the activities to be pursued;

d. Account for pupil attendance as prescribed by the school;

e. Conduct class and enforce rules in accordance with school and Board of Education policies;

f. Perform classroom and special duties as assigned (e.g., lunch, hall, yard duty, etc.). Such
special duties may be assigned either during or outside normal conference periods;

g. Leave classroom in good order with a summary of the day's accomplishments;

h. Inform the principal or office staff when ready to leave the school at the completion of the
assignment.

LAUSD — Human Resources Division -6of 7-
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15. Substitute Photo Identification Card. The Photo Identification card serves as identification and
authorizes time reporter to report time to Payroll.

a. Inthe event a substitute reports to the school without his/her Photo Identification Card, the
school administrator shall make every effort to verify the substitute teacher's assignment with
the CSA Unit before permitting the employee to work.

b. If an original Photo Identification Card is lost, a substitute must request a replacement card
from the CSA Unit.

16. School Site Responsibility.
A substitute shall be provided with the information needed to perform the duties of the position,
including but not limited to student attendance information, lesson plans, class roster, appropriate
keys, seating charts, and secunty and emergency plans.

LAUSD — Human Resources Division -Tof7-
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Anticipated Time: Because anticipated time cannot be reported for substitute teachers,
approved time worked at the end of each month will be paid on the next pay date for the
following month or the next off-cycle pay date scheduled.
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Appendix B: Annualization Eligibility

Personnel Area ‘ Personnel Subarea Employee Subgroup exception
2MSX BGXX S1, 71 &Z22
2MSX BSXX S1, 71 &22
2MSX EGXX S1, 71 &72
2MSX ESXX S1, 71 &72
2USX BFXX S1,T1,721 & 72
2USX BGXX S1,T1,721& 72
2USX BSXX S1,T1,721 & 722
2USX CEXX S1,T1,721 & 722
2USX CGXX S1,T1,721 & 72
2USX CSXX S1,T1,721& 72
2USX EFXX S1,T1,721& 72
2USX EGXX S1,T1,721& 72
2USX ESXX S1,T1,721 & 72
2UTE CEXX S1,T1,721 & 722
2UTE CGXX S1,T1,721& 72
2UTE CSXX S1,T1,721& 72
2UTK BFXX S1,T1,721 & 722
2UTK BGXX S1,T1,721 & 722
2UTK BSXX S1,T1,721 & 722
2UTK CEXX S1,T1,721& 72
2UTK CGXX S1,T1,721 & 72
2UTK CSXX S1,T1,721& 72
2UTK EGXX, ESXX S1,T1,721 & 72
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Appendix C: Annualization Formulas

Rate Calculations

Input:

X = Pay Period Salary

Y = Daily Contract Hours

Z = Number of Contract Days in Fiscal Year for Basis

D = Master and/or Doctorate Differential

N = Total number of pay periods in Fiscal Year
Output:

A = Hourly Contract Rate (wage type /004)

B = Total Hourly Rate (wage type /005)

Formulas:
A=(X*N)/(Y*2)
B=A+D

Notes:

» Wage types 0003, 0005, 0006, 0007 and 0009 are taken from the payroll input table and used to determine
the pay period salary.

» The Job key is from Organizational Assignment Infotype (0001) of the personnel assignment and used to
determine the daily contract hours of the job through Infotype 1010 (Maximum daily hours).

» Depending on the Personnel Subarea of Infotype 0001, the Basis is determined and the fiscal year
‘contract days’ constants are used.

» Master/Doctorate Differential is determined at the start of the pay period.
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CASBO Calculation

Components:

Earnable Salary = (Contract Salary / Contract Hours) * (Remaining Hours in the FY)
Salary on Remaining Periods = (Pay Period Salary on Basic Pay Infotype) *

(Remaining Pay Periods in Fiscal Year)

Input:
X = Earnable Salary
Y = Salary on Remaining Periods
Z = Pay Period Salary on Basic Pay Infotype (0008)
Output:
F = Pay period salary when entering annualization
Formula:
F = min {max [(X - ) ,0], Z}
Notes:
» Remaining Hours in the Fiscal Year — this is the number of hours in the employee’s work schedule from a
specific date to the end of the fiscal year. This is also called “anticipation” of hours in the fiscal year.
» Remaining Pay Periods do not include the current pay period
If X is less than Y, employee will be paid as worked (i.e. hourly).
» If the remaining earnable salary is 0, then switch to PAW (June)
Input: Late Starter Spreading
A = projected earnable salary for remainder of fiscal year
B = CASBO projection for remaining pay periods in year
C = pay period salary (contract salary divided by pay periods in year)
D = number of pay periods remaining in fiscal year excluding current one
Output:
LSS = late starter spreading per pay period for remainder of FY (including current period)
Formula:

LSS = max [(A—B—C), 0]/ (D + 1)
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Input: Projected Z-time

S = scaling factor {(new daily hours * new FTE) / (old daily hours * old FTE)}
A = current YTD planned hours (wage type 4017)
B = projected planned hours remaining in the fiscal year
C =total fiscal hours for current basis (wage type 4006)
Output:

Z = projected Z-time hours

Formula:

Z=max[((S*A)+B-C), 0] [only project positive hours]

FTE is the field from Infotype 0007 and when it is O it is replaced with 1 in the formula.

Input: Salary Spreading

S = scaling factor {(new daily hours * new FTE) / (old daily hours * old FTE)}
A = old hourly rate
B = new hourly rate
C = projected planned hours remaining in the fiscal year
D = number of pay periods remaining in fiscal year excluding current one
Z = projected Z-time hours (total)
Output:
SLS = salary spread per pay period

Formula:
SLS=(C-2)*(B-A/S)/ (D +1)

FTE is the field from Infotype 0007 and when it is O it is replaced with 1 in the formula.
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Input: Settlement Spreading

A = settlement amount

B = number of pay periods remaining in fiscal year excluding current one

Output:
STS = settlement spread per pay period

Formula:
STS=A/(B+1)
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Appendix D: Vacation Accrual Rates

VAC
cop | A I Il clc|F|B|B|D|E|G|H]|IJ K N M
E
Accr 00 | 00 | 00 | 00 |00 | 00|00 00 00]00]o00 0.0
ual %329 %gg 846 | 766 | 769 | 692 | 769 | 769 | 730 | 692 | 653 | 615 | 577 0'0284 o.g;to 43
Rate 2 | 3| 3| 3| 3|3 |8| 3| 9| 5] o0 79
Distri 0-3
03 0-3
v =Xl oa | 2a |19 [ 20 | |19 | ) 4 | <35 | 3150 |
and | and | and | and and 18 17 16 15 hrs/wk -
s of Clas U U u T 18 u u 14 > 40 39.50 2
Servi ses p p P P P 23 y hrs
hrs/wk | hrs/wk
ce Iwk
1AOX X X X X X X X X X
AP
W X X X X X X X X X
1APX X X X X X X X X X
1ASX X X X X X X X X X
1BXX X X X X X X X X X
1CXX X X X X X X X X X
1DPX X X X X X X X X X
1DTX X X X X X X X X X
1DXX X X X X X X X X X
1EXX X X X X X X X X X
wax |,
wx |
umx |
wx |,
INAX
INXX
1SAS X X X X X X X X X
1SAX X X X X X X X X X
sl |,
1SLX X X X X X X X X X
1SXX X X X X X X X X X
wAC |
VAD |
WEX |
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VAC

COD A It 12 c? c* F B BS D E G H J K N M

E

Accr 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

ual | 929 | 9% | 846 | 766 | 769 | 692 | 769 | 769 | 730 | 692 | 653 | 615 | 577 | V0384 | 0040 | 43

Rate 2 3 3 3 3 3 8 3 9 5 0 79

Distri 0-3 0-3

vear | utve | 24 | 24| 19 | 19 | | 19| ol P L P

s of Clas ehnd ehnd eLnd and 18 and T 18 17 16 15 14 h;szvgk 39.50 37

Servi ses p p P P P 23 hrs/wk | hrs
hrs/wk

ce /wk

VIX |

WSX |

WX |

IYLX |

1zDX X X X X X X X X X

1ZLX |

128X X X X X X X X X X

1ZXX X X X X X X X X X

2MC

X X

2ME

X X X X X X

2MS

X X X X X X

2MZX X X X X X

2PXX X X X

2USX X X X

2UTA X X X

2UTE X X X

2UTH X X X

2UTK X X X

1 2M* effective from 7/1/2007 to 6/30/14 only
1 2M* effective after 7/1/14
12U* & 2P* effective after 10/1/2009

1 2M* effective before 7/1/2007. 2U* & 2P* effective before 10/1/2009

1 2M* effective from 7/1/2007 to 6/30/14 only

2 )M* effective after 7/1/14

32U* & 2P* effective after 10/1/2009

4 2M* effective before 7/1/2007. 2U* & 2P* effective before 10/1/2009

5 2M* effective after 7/1/14

146 |Page



Payroll Concepts Manual

1 2M* effective after 7/1/14

Appendix E: Iliness Projection Values by Personnel Subarea

Personnel - No of 0.05 005

Subarea Personnel Subarea Description Days 6/DAY (Accrual 8/DAY (Accrual
Factor) Factor)

AAXX | A-Basis/ Adult 260 1560 78.00 2080 104.00
AFXX | A-Basis/ Four-Track 260 1560 78.00 2080 104.00
AGXX A-Basis/ General Calendar 260 1560 78.00 2080 104.00
AJIXX | A-Basis/ Job Cost Calendar 260 1560 78.00 2080 104.00
BAXX | B-Basis/ Adult 221 1326 66.30 1768 88.40
BFXX B-Basis/ Four-Track 221 1326 66.30 1768 88.40
BGXX B-Basis/ General Calendar 221 1326 66.30 1768 88.40
BJXX B-Basis/ Job Cost Calendar 221 1326 66.30 1768 88.40
BSXX" | B-Basis/ Single-Track 221 1326 66.30 1768 88.40
CAXX" | c-Basis/ Adult 204 1224 61.20 1632 81.60
CEXX C-Basis/ Four-Track 204 1224 61.20 1632 81.60
CGXX General Calendar/ C-Basis 204 1224 61.20 1632 81.60
CIXX C-Basis/ Job Cost Calendar 204 1224 61.20 1632 81.60
CSXX | c-Basis/ Single-Track 204 1224 61.20 1632 81.60
EAXX | E-Basis/ Adult 234 1404 70.20 1872 93.60
EFXX E-Basis/ Four-Track 234 1404 70.20 1872 93.60
EGXX E-Basis/ General Calendar 234 1404 70.20 1872 93.60
EJXX E-Basis/ Job Cost Calendar 234 1404 70.20 1872 93.60
ESXX" | E-Basis/ Single-Track 234 1404 70.20 1872 93.60
FEXX" | F-Basis/Four-Track 247 1506 75.30 2008 100.40
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Appendix F: Mileage Rates by Personnel Area

PA DESCRIPTION How Mileage Rates are Determined
1AOX AA-Safety (Detectives & Officers) Union Agreement

1APW AA- Plant Security Aide Weekends Union Agreement

1APX AA- Misc (Plant Security Aides) Union Agreement

1ASX AA- School Safety Officers Union Agreement

1BXX BB- Instructional Aides Based on IRS Standard Mileage Rates
1CXX CC- Operations Support Svcs Based on IRS Standard Mileage Rates
1DPX DD- Student Integration Helper Based on IRS Standard Mileage Rates
1DTX DD- TV Studio Assistant Based on IRS Standard Mileage Rates
1DXX DD- Office, Technical and Bus Svcs Based on IRS Standard Mileage Rates
1EXX EE- Skilled Crafts Based on IRS Standard Mileage Rates
1LAX LL- Safety (Captain) Based on IRS Standard Mileage Rates
1LJIX JJ-Classified Management (AALA) | Based on IRS Standard Mileage Rates
1LMX LL- Classified Management Based on IRS Standard Mileage Rates
1LVX VE- Executive Officer, Board of Education Based on IRS Standard Mileage Rates
1NAX NN- Safety (Security Officer) Based on IRS Standard Mileage Rates
INXX NN- Classified Non-represented Based on IRS Standard Mileage Rates
1SAS HH- Supervising School Safety Officer Based on IRS Standard Mileage Rates
1SAX HH- Safety (Lieutenants & Sergeants) Based on IRS Standard Mileage Rates
1SLL SS- Classified Supervisory O/T Exempt Based on IRS Standard Mileage Rates
1SLX SL- Classified Supervisory - SDI Exempt Based on IRS Standard Mileage Rates
1SXX SS- Classified Supervisory Based on IRS Standard Mileage Rates
1VAC VS- Safety Chief of Police Based on IRS Standard Mileage Rates
1VAD VV- Safety Deputy Chief Based on IRS Standard Mileage Rates
1VEX VE- Classified Exec Management-JR Based on IRS Standard Mileage Rates
1VIX JJ-Classified Management (AALA) High Based on IRS Standard Mileage Rates
1VSX VS- Classified Exec Management-SR Based on IRS Standard Mileage Rates
1VVX VV- Classified Exec Management Based on IRS Standard Mileage Rates
1YLX Z;aig?glrgrglié;zgjt[;ﬁgétg:rgfc 'E)(;.o;g;g’get Based on IRS Standard Mileage Rates
1ZDX ZD- Bargaining Unit D Confidential Based on IRS Standard Mileage Rates
1ZLX ZZ- Classified Confidential O/T Exempt Based on IRS Standard Mileage Rates
ZSX ZS- Classified Confidential Supervisory Based on IRS Standard Mileage Rates
1ZXX ZZ- Classified Confidential Based on IRS Standard Mileage Rates
2FDX FF- Teacher Assistants (Degree) Based on IRS Standard Mileage Rates
2FNX FF- Teacher Assistants (Non-degree) Based on IRS Standard Mileage Rates
2MCX MM- Certificated Contract Management Based on IRS Standard Mileage Rates
2MEX MM- Certificated Exec Management Based on IRS Standard Mileage Rates
2MSX MS- Certificated Management Supervisory Based on IRS Standard Mileage Rates
2MzX MZ- Certificated Management Confidential Based on IRS Standard Mileage Rates
2PXX PP- Physician Based on IRS Standard Mileage Rates
2USX UU- Support Services Based on IRS Standard Mileage Rates
2UTA UU- Teachers (Adult) Based on IRS Standard Mileage Rates
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2UTE UU- Teachers (ECE) Based on IRS Standard Mileage Rates
PA DESCRIPTION How Mileage Rates are Determined
2UTH UU- Teachers (Home School) Based on IRS Standard Mileage Rates
2UTK UU- Teachers (K12/Sp Ed) Based on IRS Standard Mileage Rates
3GXX GG- Playground Aides Based on IRS Standard Mileage Rates
3NBP NB- Playground Supervisors Non-represented Based on IRS Standard Mileage Rates
3NBX NB- Community Representatives Based on IRS Standard Mileage Rates
3NMX NP- Medical Experts Based on IRS Standard Mileage Rates
3NPX NN- Prof Experts Based on IRS Standard Mileage Rates
3NSX NN- Student Workers Based on IRS Standard Mileage Rates
3NXX NN- Unclassified Non-represented Based on IRS Standard Mileage Rates
3YPX YY- Personnel Commission Member Based on IRS Standard Mileage Rates
3YYX YY- Board of Education Member Based on IRS Standard Mileage Rates
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Appendix G: Overtime - Personnel Commission Rule 596

L3 ANGELES UNIFIED SCHOOL DISTRICT
PERSOMNEL COMMISSION

28
LAW AND RULES {Reissue) August £, 1985

506 OWERTIME
Education Code 45127

The workeesi of 3 classified employss, as dedned in Section 45103 or Section 45256, shall be 40
hows. The woekday shal be eight hours. These provisions do nod restic] the extension of a regualar
Workd @y OF WO ROWEEE 0N an overims basis when such is necessarny o camy on the business of the disirict
Wiothing in this section shall be desmed 10 bar the district from establishing a workday of less than sight
hioirs OF 3 Workies of keSS than 40 hours sor all or any of its classiisd positions.

HodwiTistanding e provisions of this section and Section 45138, a gowaming board may, Wit e
approwal of T2 persannel commission, whene applicabie, exempt specfic dasses of positions from
Compsanisation for ovetime in excess of eight hours in ons day, provided That howrs worked in excess o
40in a calendarwesk shall b= compensaled on an overtime basis. Such exemption shall be appied only
o those classes which the goveming board and persorned commission, where appicable, specifically find
o be a subject o Auchiasions in daily working hours not suscepidible % administratiee contnol, such as
security patol and recreation classes, bui shall nol induds food service and fransporation classes.

This saction shall apoly o disFics that hawve adapied the merit sysiem in the same manner and efec
as if it were a pari of Arick & (commencing with Section 45240) of this chapter.

Education Code 45128

The goweming board of each district shall provide the extent & which, and establish the method oy
which ontered ovetime i compensated. The board shall proviss far such compsnsation of compsnsaiory
time o at a rate at least equal iz ime and cne-half Tie regular rate of pay of the employes designated
and authorzad o perfoem the sverims.

Creertime k5 dedned %0 include any time required 1o be workad in eXcess of eight howrs in any one day
and in excess of 40 hours inany calendarassk. If 3 goweming board establishes a workday of less than
gight hours but seven howrs or mone and 3 workweek of kess tham 40 hours but 35 hours or moee for all
of its classified posifons or for ceriain dasses of cassfied positions, all Sme woksd inexcess of he
established woriday and woroweek shall be deemed 1o be overiime. The foregoing prosisions do nod apply
1 classified poslons for which a wonolany of fewer than seven NoUrs and 3 workassk of saer fian 35
hioawrs has been establishad, nor o positions 51 which 3 workday of eight Rours and a workees of 40
hioiars hars been establishad, Dutin which positions empoyess are iemporarnily assayned 1o work swer than
eight Rours per day or 40 hours per wesk wihen such reduchion in hows i necessany 1o avoid |ayyss for
lacik of wark of lack of funds and the corsant of the majanity of affecied employess o such reducion in
howrs has been first cbiained.

CHANGE:
Comection of emor.
Remove: August 4, 1986 page 1 of 8. Add: (Reissue) August £, 1956, page 1 of 8.

Page 1049
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LOS AMGELES UMIFIED SCHOOL DISTRICT
PERSOMNNEL COMMISSION

o5
LAW AND RULES Augasi 4, 1986

For the purpose of computing the numbsr of hours woiied, ime during which anemployes is excused
from work because of holidays, sick leave, vacation, compensating Sme off, or other paid leave of absence
shall be considersd as ime worked by Tie empioyes.

This saction shall apoly 1o disticts that have adopted the menit system in the same manner and efect
as if it were a part of Aricie 6 (commencing with Section 45240) of this chapter.

Education Code 45129

When compensatory ime off is authonzed in lieu of cash compensation, such compensatorny time off
shall be grantsd within 12 cakendar months following e month in which the overims was wonosd and
without impairing The senices rendersd by the employing distrct.

This saction shall apoly 1o disticts that have adopled the merit sysiem in the same manner and efect
as if it were a part of Aricke 6 (commencing with Section 45240) of this chapter.

Education Code 45130

Nomwitistanding the prowvisions of Sections 45127 and 45128, a personnel commission, when
applicable, or a govemning board of & school district may speciy cerain posiions or tasses of positions
as supenisory, adminisiraive, or executive and exclude the employees Sening in such positions and the
positions from the owertime provisions.

Tio b2 excluded fom such overiime provisions, the posilions of classes of positions must cearty and
reasonably be management positions. In approving posiions o classes of positions for exciusion from
thie pwertime prowisions, the personned commission, when appicable, or the goweming board of a school
district shail certify, in writing, that the duties, fexibility of hours, salary, benefit stucture, and authority of
the posiions or classes of posiions are of such a nature thal they should be s=t apart from those
positions which are subject 1o Tie overime peovisions, and that employees sening in such exduded
positions or classes of positions will not b= unreasonabiy dscriminated against as a result of Te exclusion.

Homwitistanding the provisions of this Section, | a person sering in an excluded position is requinsd
o work on 3 holiday, as provided for in this code, or by action of a goveming board, he shall be paid, in
addition o his regular pay for hie holiday, compensation, of given compensating time off, at a rate not less
than his nomal rate of pay.

This saction shall apoly 1o dis¥icts that have adopted the menit system in the same manner and efect
as if it were a part of Aricke 6 (commencing with Section 45240) of this chapter.

CHANIGE:

Ediorial changes. Mo changss in fext.

Remove: June 3, 1973, page 2 of B. Add: August 4, 1585, page 2 of 8.

Crertime ]
Page 2 649
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LCS ANGELES UNIFIED SCHOOL DISTRICT
PERSCMNEL COMMISSION

505
LAW AND RULES (Reissue) August 4, 1985

Education Code 45131

Motwithstanding the prowisions of Section 45127, the workweek shall consist of not more than fve
consecutive working days for amy employes Naving an average workiday of four hoars or mose during he
WOrKeS. SUCh an empicyee shall be compensated for any work required 1o be performed on the SEm
of seventh day follrwing e commencement of Tie workaesk at the rate equal 1o 1-}: times the regular
rate of pay of the employes designated and authorized 1o perform the work.

An empkiyes hawing an average workday of less than four hours duning a workoweek shall, for any work
required 10 be periommed on the sevent day Dilowing Te commencement of his workweek, be
compensaied &or a a rate equal o 1- ¥ @mes the regular rate of pay of Tie employes designated and
aumonzed to peram the work.

Posiions and employess excluded from overime compensation pursuant to Section 45130 shall
Ekewise be excuded from the provisions of this seclion.

This section shall apoly 1o diskicts that have adopted the ment system in the same manner and efact
as if it were a part of Aricke 6 (commencing with Section 45240) of this chapter.

Education Code 45132

Notwitistanding the provisions of Section 45131, a goweming boand of a distnct may establish a 10-
howr-par-day, 40-hour, four-consecufve-day workwesl for all, or certain classes of its employess, of for
PMgICYESs WITIn 3 class when, by reason of the work location and duties actually performed by such
emgicyess, thair senices are not required for a workoweek of fve consecutive days, provided the
esiabiishment of SUCH 3 WonoKeek nas Me concurmence of Tie CoNCEMed emplayes, dass ofemployees,
of classes of empioyess as ascerained through the empioyes organization regresenting a majonty of the
concemed empioyees or class or classes, of employeses, as determined by the paymdl deduction
aumonzations for dues in classfied employes onganzations on file with the distict on the last day of the
monith next peeceding e date the boand aclion was Eken.

Where a board has peeviously established te workweek of not less than 35 hours, it may reguire e
established worowesk to be performed in four consecutive days by any cass or classes of employess o
by employees within a class, when by reason of the work location and duties actually pesformed by such
pmgioyess their services ane not required sor 3 workeesk of five consecutie days, with the concurmence

of employee persannel as provided herein.

When a four-day wonowvesk is established, the owertime rate shall be paid sor all hours worked in
pXCESS OF the required workday, which shall not exceed 10 hours. Wosk peformed on the fifth, sidh and
seventh days shall be compensated for 3 a rale equal 1o 1-1/2 times he regular mte of pay of he
emgicyes designated and autonzed to perfamm the wark.

CHANGES:

Camection of clerical ermor.

Remowe{Reissue) August 4, 1986, page 3 of 8. Add:[Reissue)t August4 1985 page 3 of 8.

Cyertime ]
Page 3 o8
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LOS ANGELES UMIFIED SCHOOL DISTRICT
PERSOMNEL COMMISSION

95
ILAW AND RULES (Fieissue) Mowember 19, 1930

An employes working an average workday of #ve hours or less duning @ workaesi shall, for any woark
required o be performed on the sixth or sewenih day sllowing the commencemend of his worksesl, be
compensated for al a rale egual fo 1-32 times the regular rate of pay of the employee designated and
autonzed o persom the work.

This saction shall apply o disiicts that have adopied the merit system in the same manner and eSedt
as if it were 3 parl of Arlicle 6 (commencing with Sechion 45240) of this chapter.

Education Code 45133

(@] Mobwithstanding sections 45127 and 45131, a gowerming board of 3 school disinct or a county
supenniendent of schools may establish @ S-how-per-day, 80-hour-per-2-week work schedule,
prorided e establishment of te work schadule has the concurrence of the emplayes onganzation,
of in Te absence of an empioyee organization, the concumence of the afected employee.

[E] When 3 S-nour-per-day, BO0-howr-per-2-wesk work schedule is esfanlished, it shall consist of nine
work days, sgind of wiich shall B nine-mour days, and one of which shall b= an eighi-hour day. The
overims rate shall be paid for 3l hours worked in eXcess of e requined wok day, which shall not
excead ning hours, ata rase equal 1o one and ane-half times the regular rate of pay for the employes
designated and authonzed o periem the worc

[c) 'WWhen a S-hour-per-day, S0-hour-per-2-wesk work schedule i established, he wornaesk shall
be dedned in either of two ways, as follows:

(1) The workaesi shall begin on noon Frday and will end at noon the following Friday, with e
BMployfee Working nine Rours each day excepd on alernate Thursdays when e employes wil work
gight howrs, and on altemate Fridays when e employes wil nod work; o,

(2] The workaesk shall Begin at noon an any other 43y of the week and shall be defined so that
na employes will D2 required 10 work more tham 20 hours dueing any GiVen wonoseel.

[d] This secion shall apply bo disirics thai have adopled T2 meni system in the same mannsr and
effect as if it were a pant of Article & (commencng with Section 45240) of this chapter.

CHANGE:

Adding 1o Education Code Section 45133,

Remove: November 19,1990, page 4 of 8. Add:{Reissus) Movember 19,1990, page 4 of .

Overtime 3
Page 4 049
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LT3 ANGELES UMIFIED SCHOOL DISTRICT
PERSOMMEL COMMISSION

555
LAW AND RULES {Reissue) November 30, 1992

A. Owerlime shall be paid at the rale of me and one-hak. Owvertime shall b2 compuied only on e basis of
woring hours exclusiie of meal me in excess of an established eight, nine, or 1en hour work day or 40 howrs
in any calendar weelk. Less fan 15 minuies overtime in any one day shall not be counted.

B. An empicyee wha is in paid status for an average of faur hours or mare a day for five consecuiive days shal
be paid at time and one-hakf for amy work requined 1o b= performed on e sixth or sewventh day of the workoweei.
An employes who is in paid status for an average of kess than four howrs a day for five consecutive days shall

be paid owertime for work perfarmed on the sevent day of Tie worknesi.

C. An equitable disinbution of owertime shall be made among qualified membsers of a given office or unit as the
circumstances permit. Meed, senorty, availabifty, and fiiness are proper faciors for consideration in making
s distribution.

0. Classes whose princpal duties and responsibilties are classified as executiveradminisirative in temes of the
falowing definitions shall be exciuded from the overtime payment provisions of this Rule:

The primary duties and responsibifties consist of management or supsrvision of a cusiomanly recognized
divisicn or subdivision and the foliowing characienstcs:

1. Cusiomarily and reguiary direct the work of employess in e division of subdivision.

2. Have aumonty to hiee and discharge empicyees of make recommendatons as 10 the hiing and
discharging and as 1o e advancement and promodion o any other change of stalus of employees,
which recommendations ane given pariicular weight

3. Customarily and regulary exercise discrefionary powers.

4. Do not devote mose than 20 percent of fotal hours worced S0 activities that are not directly and closaly
rejated o the pericemance of the woek described in Paragraph D.1. froagh 3. above.

The Personnel Commission may desgnate olher Casses as exsonive/adminktrative when special
circumstances warrant exceptons 1o these definitions.

CHANGE:

Amending Paragraph A. Deleting Paragraph C. Reletienng Paragraph 0. &E. 10 C. & D.
Femowe: [Retssue] August4 1985 page 5of & Add (Refssue) Novemiber 30 1992 page 5 of §.

Ovvertime 55
Page 5 049
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LOS AMGELES UMNIFIED SCHOOL DISTRICT
PERSOMNEL COMMISSION

LAW ANMD RULES

o5
Agril 20, 2011

E. incumbents of postions in the classes isted below are assigned as execufve/sdministratiee and are
mensty exsmpt fom the overtime payment provisions of Tis Ruk:
Executive Administrative Classes

Admin=irefive Progec Coordinainey, Supesrsmi=ndent’s Ofice
Edminstrafive Services: Marager

A rrin=trativs Oficer

Edult Educerbor: Sdminisbebve 5pecalist
fpplicafion Senver Speciales

Sres Frciifes Sempras Dipee

fres Fond Sempines EIIFH'I!-I:I'

fres Opersfions

fem=iani Budget Direchor

Smereiany] Chjsf Human Resousces Oficer

Peszlan Dieclor, Mainbenance smd Ciperafions Cenfral Facibes
Amerefury] I:I'i'n:i:f, Cresigr Slandards snd Technical

Sxcgrebury] Dhimecioe. Pemonns]
Axsetant Gamarl Coymas

EBranch Direclor
Branck Human Riesources Manager
Direcloe
Paicy Anslyat
Busnes=
Carpeniry Tedenical Superisoe
Cezriral Business Sdvisar
Chrerfer Schools Diredor
Crarfer Schools Opersiions Coordinalor
Crief Bcoourntard
Cieef Ciooedinalor
Cif Brondensing Engineer
Chief Buiding'Comstrucion
Chief Bducabonel Resesech Seenist
Chief Exfimainr
Chrief Foclilies Exearfee
Chrief Finoncial Officer
Chief Humen Resources Jificer
Chief Humen Resources. Zpecisfs]
Chief Infioemafion Officer
Cieef Irvervioey Oresiyst
Crief Opering Cfficer
Chrief Procurement Oficer
Crieef Pl Cfficer
Chrief Sireleqy Officer
Chisf Technology Direcior

Chief of Infere=ies Suppod and inlenenbon Schools
Chief of Palic=
Chief of Slaf

Eh:druh:th;ii-:rhq:-lﬁTu-H:m
Coordinalor of Legisisfve Snaly=is and Advocacy
Cocrdinaioe of Local Government Redafions
Coordinalor of Flesenrch and Development
Dt B Aicdmini
Dyl e Specinlist
Dot Crmler Apciiiect
Ceputy Branch Direclor
Eemnch Direclor - Faciifes
Euudget Direcior
Deputy Chief :
Chisf Faclibe: Crendve
Deputy Chisf Firancisl Officer
Deputy Chief Human Resouoes Oficer
Deputy Chisf Informerfion Cficer
Ceputty Chisf of Police
Deputy Controiler
Deputy Direclor of Acquistion and Planming
Deputy Direclor of Archilechure snd Enginessing
Deputty Direclor of Commuricabions and Kedia Rdabors
Deputy Dhireclor of Dels Proce=sing Operafions
Deputy Direcior of Faciilies Conbrects
Ceputy Direcior of Faciilies Design
Ceputy Direclor of Faclifies Legisiafion, Gk, and Funding
Cireclor of Facifies Planning and Development
De=puty Dhirecior of Faciitie= Progeam Suppod Senices

napeci

CHAMGES: Remove: Manch 2, 2111 page Bof B Add: el 20, 2071, page BofSL

Cromrime

7=
Page f of §

155 | Page



Payroll Concepts Manual

LOE ANGELES UNIFIED SCHOOL DIETRICT
PEREOMMNEL COMMIEEI0N

386
LAW AMD RLLES &prd 20, 3011
Exezutive/fdministeive Classes [Confinued)
E. [Confinued)
Ce=puty Diregioe of Faclibes Projed Exegurfion Direclor of Geanis and Funding
Ce=puty Direclor of Faciifes Praech Direcior of Inlommelion Syskems
y Direclor of Food Semices Direcior of Infommestion Systems - Facies
De=pusty Direclre of Informafion Systems Direcior of lomafion T , Cusinmes Suppord
Depusty Direclre of Infiormation Techndlogy, Cislomes Suppod Direcior of Inioemaiion Technology, Mefwork Cipeesfions
De=puty Direcloe of Informaion Tedhndogy, Teiring Direcior of IT,
Direcior of [T, infrasinuchure: Project Maragement Direcior of Iniommesiion Techrology, Softwers: Projec
Dimpuuti Divechoe of Maimianance and Opessbons '
Depusty Direclre of Maindenance and Jipeesbions Cirecior of omsfion Technology, Shelegic Plarming &
mmmﬂmm Direcior of niommafion Technology, Su Seripes
o
Sancez) I:lirn:l:f-:fH:-n'ni-:rTed'rd-:-It: Tﬁnuridi:m
Ce=puty Direcior of Payeoll Administesfion Direcior of Iniommefion: Techrology, Training
De=pusty Direclre of Proped] Mansgement - Mew Corsbucion Cirecior of lr=urence
Depusty Direclre of Prosed Siupeodt - Preconshechon snd Cost Direcior of IT, Infestruches Projed Mensgement
Exfimation Direcior of Disability Masreagemesd
Depusty Direcloe of Proped Sipeor-School Comupancy Direcior of LA'= BEET
Dty Direclor of Trar=porafion Direcior of Lessing and Assef Maragement
Ceeputy Direcloe, Claim= Direcior of Legidave Affris and Govermental Relatons
De=pusty Direclre, Employes Rielations Direcior of and Communications
Depusty Direclre, Insumnce Risk snd France Direcior of nring and Diemogrephics
Ce=puty Direcioe, Ehudent informafion Direcior of Wi els Meregement snd Purchezing
Deputy Ervimnmenisl Heain & Safety Dineclor Direcior of Mor-feademic Facifies Plamning
Ce=puty ERF Direclor Direcior of Exdiministretion
Dby Bl Dipecior of Prosrsm Susbustion and Res=arch
Deputy Gmneend Cournsed Cirecior of Progearmming and Cipeesfions
Deputy lrmpeeclor Gererd, Sudils Direcior of Project Suppodt-Mew Faciifies
Dty lnspecior Genersl, Invesiigaiions Direcior of Fesl Exiie
Deputy Permonme] Direclor Direcior of School Information Mansgement
C==ign and Technical Epeciication Coondinsior Direcior of Susin
Dhe=iyn Chreclor Direcior of Tidewision Enginesr and Techrical Cipestions
Eﬁuia-:flmrﬁnard* Cireclor of Trerelsfiors
Direcior of Accounis Fay Cirecior of Trensportsion
Cirechor of Scquisiion and Relocsbon Direcior of Tremsury
Direchior of A==ef Kianagement Direcior, Humes Resourze= Maregement and Support Sesices
Cirecior of Benefis Admini=tefion Direcior, iDe==ign
Dimecior of Commurications and bedis Relafions Di=abifity
Dlrecior of (ubrench Dévisior: Hurmer Resources Sdminsimtor
Derecior of Corbacs Adminzbaticn Blecinical Technical Supenvizor
Direcior of Dufia Bectronics Technical Superi=or
Cirecior of Envirormenisl ord Safedy E-lei Sdminisimior
Cirechor of Exiemal Affsir and| Administesfion Energy Progesm Menager
Dimecior of Faciibes Conbeds Erveirormeninl Hests Manager, Evdrnmenisl Progeams
[irechor of Faciles Enwironmeninl Heslfs Mansger, & Irdedrisl Hygiene
Ehuicv-:fFucHisEﬂL:lLEu'h and Furding EFF Direclor of Change b
E&ni:-:r-:fFﬂ:Ih:-hh‘i:r'u'uﬁEq:-ud::m ERF Project Direcior, Bumine=s Syslems
[irechor of Faciiti=s Piamning and Developmesd EFF Project Direcir, Sichoal Maragemend Systems
Cirecior of Faciiies Progesm Support Services Bhics (ficer
Direcior of Faciibes Progems Boecafios Chef
Direcior of Faciles Project Bxeastion Execufiee Direcine, Sdull and Career Educsbon
[irechor of Faciies Projeds Execufive Direcine, Innouation and Chevber Schools
Drecior of Food Semvices
ICHAMGES: Remoe: Spal 6 X111, page 7 of & Addt Apell 20, 2071, page 7 o 9.
Chestime 556
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LOS AMGELES UMIFIED SCHOOL DISTRICT

PERSCMNEL COMMISSION
]
LAW AND RULES Agril 20, 2011
Executivedministrative Classes [Continued)
E. (Continued)
Exenudye Disecior, Cffce of Dala and Accountsndty Police Capizin
Execuffses Dirsdinr, Educabon Prncpal Adminisreiive Analy=t
E:enhu[ibh'n srd Ly Sdministrafve Ao
Exscufivs Oficer of the Soerd of Educafion Principal Administefive Amsiant, Office of the: Superiniendent
Faciifies; A=sed Development Dirscinr Principal Financial
Faciiies Deveinpment Manager Principal Fuman Resources Epecisisl
Fasciifies Information Sysiere: Project Admini=tesfor Principal Procurement Oficer
Fasciifies Projed! Manager Il Principal Rty Agent
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LOE AMGELES UNIFIED SCHOOL DIETRICT
PERSOMNEL COMBIZEION
06
LAW AND RLLES Feteusry 12 3003

Executivelddministrative Classes [Continued)

E. (Continued)

Eperisl Amimia] b fhe Chisf Fecifies Epscufes
Epacisl Smvimined o he lspecioe Ganeal

. : o bhe :
Epu:_d.m_dnthEEq:u_nhdzlt_ e
E?|='='=_~=|I__-’-==‘-'¢="| , Legisiation
Strafegic Flanning Mebwork Engineer
Superviing Buiding Cor=budion Inspecior
Eypengin :
Supesizing Purchesing Sepvices Coordinaine

F. An employee in an executive/'administrative dass wiho & required to work on a holiday shall be granted
compensating Sme off on a straight time hour-for-howr basis within 12 calendar months sollowing the month
in which the holiday was worksd.

. Classified employess who work any hours Tat the Board of Education has designaled a5 excused fme
shall be given equivalent time oF by the end of the fllowing pay period.
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Appendix H: Overtime Policy — Classified Employees (BUL-5996.0)

4.~ Los ANGELES UNIFIED SCHOOL DISTRICT
“™%  PoLICY BULLETIN

TITLE: Ovestime Policy — Classified Employees LI
X All Schools and Offices
NUMBEE: BUL-5996.0 A dministrators
Time Report

ISSUER: Michelle King ﬁﬁnﬁﬁﬁﬁ

Senior Superintendent, School Operations

V. Luis Buendia

Interim Controller, Accounfing & Disbursements Division
DATE: March 11, 2013
POLICY: The policy of the District, in accordance with the federal Fair Labor Standards Act

and California law, is to provide overtime pay to eligible employvees at time and one-
half for all work in excess of eight howurs a day or forty hours a week for employees
on a standard workweek (5 days. 8 hours per day). Variation from this policy is
described under Section IT and 10T of this bulletin.

Regular and probationary classified emplovees are eligible for overtime pay.
Classified administrative and executive emplovees (as described in Personnel
Commission Rule 596) are not eligible for overtime pay. Certificated employees are
not eligible for overtime pav.

For mformation regarding the assignment of overtime, managers and supervisors
should refer to the applicable collective bargaining agreement.

MAJOR This revision replaces Bulletin No. DB-31 (REV ) regarding the same subject, dated

CHANGES: October 31, 2001 . The bulletin has been revised to remove obsolete references and to
remind time reporters and administrators of the importance of complying with
overtime policies.

GUIDELINES: I PURPOSE

This bulletin provides information to administrators, time reporting personnel,
and affected emplovees regarding the District’s overtime pay policy and how
time should be reported.

II. ADMINISTEATIVE PROCEDURES

A Overtime must be approved in advance except in the case of extreme
circumstances. The approval must alwavs be confirmed 1n writing by the
sife administrator within the next three working davs. Administrators nmst
ensure that finds are available for authorized overtime, except when the
health and safety of students and/or staff members is in severe and
immediate danger. For audit purposes. written authorization for overtime
must be retained at the work location for five years from the date that the

BUL-5996.0 March 11, 2013
Page 1 of 4
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overtime is approved. Attached for vour convenience is a sample overtime
request form as Aftachment 4

B. Emplovees should not be assigned to work more than 44 hours of overtime
per month or more than 528 hours of overtime per fiscal year. In
emergencies, emplovees may work more than 44 hours of overtime per
month with the administrator’s prior written approval

C. If an emplovee does not work a standard workweek or the workday is
greater than eight hours or less than eight hours, refer to the applicable
collective bargaining agreement and/or Personnel Commission miles to
determine the point at which employees should be reported for overtime

pay.

For instmuctions on time report preparation, please refer to the Payroll
Adnunistration, Payroll Concepts Manual on Inside LAUSD. Overtime is to
be reported to the nearest minute. A conversion chart is included as
Attachment B to this document to assist in entering minutes as decimal
portions of hours.

D. Tt shall be the responsibility of the location and division administrator to
review all overfime usage to determine if the overfime was authorized and
worked. It shall also be the responsibility of the location and division
admunistrator to ensure that the limitations stated in this bulletin have been
followed. Each Local District or Division may develop and document
criteria for overtime approval within the district or department.

. EXCEPTIONS

A The only currently authorized exception to the provision of overtime pay for
overtime hours worked is Bargaining Unit A (School Police Officers) and
certain Unit A aligned emplovees who are authorized to receive a limited
amount of compensatory time off in lien of overtime pay.

B. Financial Managers who have been pre-authorized by their administrator to

work overtime as a result of evening, weekend, or holiday student body
activities shall be paid overtime from Student Body finds.

RELATED Attachment A — Overtime Request Form
RESOURCES:  Aftachment B — Conversion Table: Mimutes to Decimals

BUL-5996.0 March 11, 2013
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ATTACHMENT A
Los Angeles Unified School District
Overtime Request form

Administrator: Date:

Section/Unit:

Date(s) of Overtime:

Total Estimated O/T Hours:

Authorization to work overtime is being requested for the following reason(s); be specific:

Employee Number Employee's Mame Estimated O/IT  OT Week-to-Date
Hours with this OT

Requested By:

Date Signed

Section Head Approval:

Date Signed

Administrator Approval:

Date Signed

BUL-3996.0 March 11, 2013
Page 3 of4
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Attachment B
Conversion Table for Time Reporting

MINUTES TO HOURS (IN DECIMAL FORMAT)

01=02] 11=18 | 21=.35 | 31=52 | 41=68 | 51=85
02=03) 12=20 | 22=37 | 32=53 | 42=70 | 52=487
03=05) 13=22 | 23=38 | 33=05 | 43=72 | 53=88
04=07) 14=23 | 24=40 | 34=57 | M4=73 | 54=90
05=08) 15=25 | 25=42 | 35=058 | 45=75 | 55=92
06=10) 16=27 | 26=43 | 36=60 | 46=77 | 56=.93
07=12| 17=28 | 27=45 | 37=62 | 47=78 | 57 =95
0B=13) 18=30 | 28=47 | 38=63 | 46=80 | 568=97
09=15] 19=32 | 29=48 | 39=685 | 49=82 | 59=198
10=17| 20=33 | 30=50 | 40=67 | 50=.83 | 60=1.00

BUL-5926.0 March 11, 2013
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Appendix I: Documentation for Employees Paid from Federal and State
Categorical Programs (BUL 2643.6)

Lo0s ANGELES UNIFIED SCHOOL DISTRICT
E POLICY BULLETIN

TITLE:

NUMBER:

ISSUER:

DATE:

POLICY:

MAJOR
CHANGES:

GUIDELINES:

BUL-2643.6

Documentation for Employees Paid from ROUTING
Federal and State Categorical Programs ) .
ESC Supenntendents

ESC Operations Admmmstrators
Central Office Coordinators

V. Luis Buendia, Controller Fiscal Services Mers
Accounting and Disbursements Division Food Serwices

5

Oictober 31, 2013 School Admin Asst.

Timme Renmrfers

BUL-2643.6

Federal and State regulations require supporting documentation, in addition to
time cards, for all personnel who receive any payment {compensation) from
federal funds or from state categorical funds. This supporiing documentation will
vary depending upon the finding source(s) or nature of the job duties. Payroll
time reporting must reflect actual hours worked on each program as indicated in
the supporting documentation.

This Bulletin replaces Bulletin 26435 titled “Time Reporting for Federal and
State Categorical Programs™. There 15 one major change which reflects the
removal of references to the SBCP program.

In addition. the ESC Administrator of Operations is responsible for receiving
Attachment I from schools within their ESC, and submitting Attachment J to the
Accounting Controls & Onwversight Branch

I. DETEEMINING AFFECTED EMPLOYEES AND REQUIRED
DOCUMENTATION

Employees who receive compensation from federal or state categorical
programs are required to complete additional supporting documentation which
confirms that the activities or work that was completed was indeed for the
program that finded the activity. Required supporting documentation will
vary depending upon the funding source(s) and/or nature of the employee’s
job duties. Completed documents should be retained with the time-keeper:
copies can be kept with a program coordinator or another individual if so
desired by the site. The overall puiding principle must be that site
adonunistrators must mow where the documents are kept and that the
documents be readily available for audit purposes.

A Time Reporting Documentation Matnx ( Attachment A1-2) is included to
summarize and assist school site, ESC, and central office staff in identifying
the required documentation for federal and/or state categorical funded

October 31, 2013
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personnel. In addition, the following questions and answers are designed to
provide further assistance in determining who is affected and what supporting
documentation must be completed. Guidelines for required supporting
documentation have been organized from the simplest required reports to the
more complex.

Failure to complete and/or provide this documentation results in penalties that

must

Q1

Al

be paid for by using vour school/office’s General Fund resources.

How do I know if T am affected by these Federal and State
requirements?

If vou do not know whether yvou are finded by a Federal or State
categorical program one of the easiest ways to find out is to ask your
time-keeper to look on the CAT?2 screen (Hime-approvers can look on the
CAT3 screen) under “Fund™. If the ending four digits are “00007, vou
are not required to complete the additional documentation. If the ending
four digits are “3xoe- 7 then it means the position is funded from a
federal or state categorical program. (See screen shot below for
example. ) In addition each December and May, time keepers/time
approvers will be provided with a listing of employees compensated
from federal or state categorical finds.

W hiip:flaagded 4. lausd. net: 20000 - SAP Enierpeies Martal £.0 - Wicresafi Iniernei Explaser

Time Sheet: Data Entry View

[ Menu ] 411 Tavn || | Bow || Gonse) )| Teolsal | | SeieciAd || Dencieet Al | Gorl Asceriing ]| Gon Dessentng | Tomt
FerapniD 155 Eant Canli |FT_ Tuniodallea |[Cran TFaic 0
Sish =1 TW STOIO &AST 010 000 |
Doyt g ey o !
g
PaTE Dl e ol LELY MDeEd_4 Fayioll (=l ] 1Enon LOiCes [METHRCT 1 =1
Muais Enivs Pasmed inarcrna . Gnmcann | IR i sk 1l WA

2: My position is funded 100% bv a single federal or state categorical
program and the services that I provide are solely related to this program.
What supporting documentation. in addition to oy time card, must be
completed?

A2 The Semi-Anmial Certification (Attachment B) or Blanket Semi-Annual
Certification (Attachment C) must be completed each fiscal vear. The
first semi-annnal certification is for the period July 1st through
December 31* and the second semi-anmual certification is for the period
January 1¥ through June 30™. These reports should be completed no
later than Jamuary 31st and July 31st, respectively. If yvou leave this
position anytime during the fiscal vear, the semi-annual certification
mmist be completed prior to your deparfure, or if your funding 1s changed,
the Semi-Annual Cerfification should be completed up to the date of the
fiunding change.

BUL-2643.6 October 31, 2013
Accounting and Disbursements Page 2 of 7
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0Q3:

Ad:

BUL-2643.6

My position 1s funded from a combination of federal and state
categorical sources as described in the Title I School Wide Program
(SWP) plan. What supporting documentation must be completed?

: The position 15 considered to have a “single cost objective”. A single

cost objective is defined as a set of work activities where both the
service(s) being performed and the population(s) being served are
allowable under any of the programs from which you are funded. A
Semi-Annual Certification (Attachment B) should be completed twice
each fiscal vear as described in A?. (Information on the SWP schools
can be found on the Federal and State Education Programs (FSEF)
website under District Offices.)

However. a Blanket Semi-Annual Certification (Attachment C) could be
completed by the site administrator in liew of the Semi-Anmual
Certification. if there are multiple employvees at this school site whose
positions are funded by sources listed in the SWP plan. This form
should be completed twice a vear, as described in A2,

Please note that due to requests for information from Federal Program
Monitoring reviewers related to the English Language Program.
positions funded with FIA/TFP and other funding sources should
complete a Multi-Funded Time Report (MFTER) and activity log.
Artachment F 15 a sample MFTE which incorporates an activity log for
personnel funded with ETA/TFEP and Title 1 resources.

My position is a Literacy Coach. Math Coach or Instructional Content
Expert (Educational Service Centers (ESC)/Central Office only) and it 1s
funded from federal/state categorical sources. What supporting
documentation must be completed?

These positions have been determined to have a “single cost objective™.
Therefore, a Semi-Annual Certification (Afttachment B) mmst be
completed twice each fiscal vear as described in A7

A “Blanket Semi-Anmal Certification™ (Attachment C) could be
completed by a supervisor/administrator who has first-hand knowledge
of the work performed by these individuals.

: My position is a teacher with an auxiliary period at a Title I SWP school.

The position is funded with federal and/or state categorical sources.
What supporfing documentation must be completed?

. These positions have been determined to have a “single cost objective™.

Therefore, a Semi-Annual Certification (Attachment B) must be

Cctober 31, 2013
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Q6:

Af:

Q7

AT

QB:

ASB:

BUL-2643.6

completed twice each fiscal year as described in A2,

A “Blanket Semi-Anmial Certification”™ (Aftachment C) could be
completed by a supervisor/administrator who has first-hand knowledge
of the work performed by these individuals.

My position 15 funded by a combination of federal funding and other
sources. The hours I work on each of the programs is routine and
consistent. but my position doesn’t qualify as a single cost objective.
What supporting documentation must be completed?

You would need to complete a Multi-Funded Time Report. An example
1s provided in Aftachment D.

My position 15 funded from a combination of federal and state
categorical sources. I provide similar services throughout the day, but the
eligibility of participants or allowable costs for each funding source is
different. The time that I spend on each program varfes significantly
from dav-to-day. What supporting documentation must be completed?

Because of the variation in the number of hours spent on each program
each day, a more detailed report is required. In addition to Attachment
D, most emplovees will use Attachment E which is a “generic™ Dailv
Activity Log,

However, Attachment F provides a sample Multi-funded Time Report
which has incorporated a Daily Activity Log. It was designed for
employees funded with Title 1 and EIA-LEP resources.

My regular position does not require time reporting documentation.
However, my administrator approved and paid my overtime to perform
work for a federal or state categorical program.  What supporting
documentation must be completed?

Per District policy, overtime nst be authonized in advance by vour
administrator/supervisor and documented on an overtime request form.
This form mmst include the funding source. reason for the overtime,
specific work fo be performed for the program funding the overtime, and
number of hours authorized. In addition. after the overtime has been
performed. a certification must be completed indicating that these
services and hours authorized were actually performed. Attachment G 15
the recommended overtime request form and it will meet the certification
requirements.

My regular position’s fimding source(s) requires additional
documentation which I have completed. However, I also have a

October 31. 2013
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supplemental assignment outside of my nommal work hours that is paid
for with federal or state categorical funds. What supporting
documentation for the supplemental assignment must be completed?

AD: If this supplemental assignment is a routine assignment with fixed hours
over a fixed period of time (1.e. semester differential for an activity) then
a Semi-Annmal Certification for the supplemental assignment as
described in A2 mmist be completed. If the supplemental assignment is
not performed on a routine basis, but occurs every now and then, a
certification such as found on Attachment H should be completed by the

emplovee.

Q10: My regular posifion’s funding source(s) requires additional
documentation which I have completed. Ihave a supplemental
assignment outside the work hours of mv regular duties that is paid for
with funds that do not require additional documentation. Is there any
other documentation for the supplemental assignment outside of my
titmecard that mmst be completed?

A10: If the supplemental assignment is outside the scope of the regular
assignment work hours, then there would not be any additional federal or
state documenfation required.

Q11: I will be attending (or have attended) a training that 15 paid for using
federal or state categorical funds. What supporting documentation nmst
be completed?

All: The “Federal and State Categorical Funded Certification™ form found in
Attachment H is a suggested form that could be used. It would be
completed and signed by yourself and the training mstmictor. This form
should then be submitted to your fime reporter.

If multiple emplovees from the same school/office attend the same
tramning, the sign-in sheet containing the date, fime, funding source,
employves number, employee name, and emplovee signature can be
attached to Attachment H.

12: T am a substitute teacher, how do I know 1f any additional required
documentation is necessary for my sub assignment?

A12: The school to which you are assigned nmst notify vou if vour sub
assignment 15 fimded from federal or state categorical sources. The
substitute sign-in log should contain the program code from which yvou
are fiinded. A certification such as the one in Attachment H. could also
be completed and turned in to the time reporter each day. Failure to
submit this documentation mav make you ineligible for firture

BUL-2643.6 October 31, 2013
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assignments that are fimded from federal or state categorical sources.

213: Thave completed Attachment D, E or F and the actual hours that I
worked on a federal or state categorical program do not reflect how my
position was budgeted. I have recorded mv actual hours worked: what
should be done to reflect these changes?

A13: Your site’s time-keeper must enter the changes in the payroll system so
that your actual hours worked are properly recorded.

(214: I am funded with Title I and FTA-TFP, and I am required to complete
the Multi-Funded Time Eeport. Which form should I complete each
month?

Al4: Attachment F. Time-Accounting Log for Multi-Funded Categorical
Personnel. should be completed. Activities for “direct™ and “indirect”™
services are provided, and percentages mav be calculated so that the
maximum allowable for indirect services are not exceeded.

II. MONITORING COMPLIANCE

The California Department of Education has requested that procedures to
monitor compliance with these federal and state documentation requirements
be included in District policies. As such, the following procedures have been
implemented.

A Fach December and May, the Accounting & Disbursements Division will
provide administrators with a listing of their employees who must
complete the additional required documentation.

B. Administrators should remind affected employees that semi-anmual
certifications should be completed by January 31st and Julv 31st, and that
monthly multi-funded fime reports or daily activity logs be completed if
required. This documentation should be retained by the time-reporter at
the stfe along with other payroll time-reporiing documentation for a period
of five (3) vears.

C. By January 31* and July 31, school site administrators and offices should
submit to their ESC Operations Administrator or Division Administrator a
written assurance (Attachment I) that they have received the appropriate
documentation for each listed emplovee and that anv necessary payroll
adjustments have been made.

D. By February 15" and Angust 15™. the ESC Operations Administrator and
Division Administrators should provide a written assurance (Attachment I)
to the Accounting Controls & Oversight Branch.

OMB Circular A-87 — Attachment B — Paragraph 11(h)(3)

(CDE Federal Program Monitoring (FPM), Compensatory Education (CE)19.
English Leamer (EL) 12

BUL-26436 October 31, 2013
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California School Accounting Manual Procedure 905

ASSISTANCE: For assistance or further information please contact the following:

BUL-2643.6

Child Nutrition
Nutrition Network
GEAER-UP
Special Education
Title I,

Title ITT, ETALEP

Title IT, A (HE)
Title IT, A (Talent
Management)
Title IT, A
(Instraction)

Fiscal Staff

David Binkle
Roberta Acantilado
Eathy Nornis
Sharyn Howell
Debbie Ernst

Hilda Maldonado

Vivian Ekchian
Donna Muncey

Jaime Aquino

Accounting - Cafeteria

Accounting - Specially Funded Programs

Accounting Controls Branch

Budget Services - Adult and ECE

Budget Services - Compensatory Education
& Spectially Funded Programs

Budget Services - Special Education

(Cafeteria Federal Programs

Accounting and Disbursements

Page 7T of 7

(213) 241-1765
(818) 609-2570
(213) 241-2100
(213) 241-6701
(213) 241-6990
(213) 241-5582

(213) 241-6131
(213) 241-7000

(213) 241-6131

(213) 241-7954
(213) 241-7918
(213) 241-7988
(213) 241-3175

(213) 241- 2100

(213) 241-3367
(213) 241-1537

October 31, 2013
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BULLETIMN NO. 2643.6 ATTACHMENT A
August 21, 2012
TIME REPORTING DOCUMENTATION MATRIX
FUNDING SOURCE SCHOOL SITES ESC / CENTRAL OFFICE
Title I - TAS™* or . . . .
Title 1 - SWP or S{;r;;_;le {_:os*t S{l;:}gle Fos:t Séngle;nd.lr.ect Other
Non-Title | jective jective ost Activity

Multi-funded Sources (Federal, State, o_r!_ MFTR + LOG SAC SAC SAC METR + LOG
Federal+State) - - -
Single Funding Source (Federal or State- - - - - -
Resbicled) SAC SAC SAC SAC SAC

*Approved Single Cost Objective Programs/Positions (Please check

1. Schools that are SWP for those programs that are included in the school wide plan.

2. Literacy and Math Coaches
3. Instructional Content Experts

4. Class Size Reduction teacher at a Title | SWP school

5. Auxiliary teacher at a Title | SWP school

rograms included in the school wide plan

6. Certain positions funded from Special Education programs. Please check with the Special Education Budget Office at (213) 241-3367.

** See Question Q 7

LEGEND
TAS - Title | Targeted Assistance School
SWP - Title | Schoolwide Program School
MFTR - Multi-funded Time Report
LOG - Log of Daily Activities
SAC - Semi-Annual Certification
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Attachment A-1

TIME REPORTING DOCUMENTATION MATRIX FOR BASE ASSIGNMENT

FUNDING SOURCE

DOCUMENTATION REQUIRED

FREQUENCY

100% by Single Federal or State
Categorical Fund

SAC
Or

Blanket SAC for individuals with
same funding source.

Usually for the period:
July — December
January — June

Completed and signed last working
day of December and last working
day of June

Combination of Federal/State
Funds that is an approved Single
Cost Objective (SCO)

Most common SCO for schools are
programs in the School Wide
Program (SWP)

SAC
Or

Blanket SAC for individuals with
same funding source

Usually for the period:
July — December
January — June

Completed and signed last working
day of December and last working
day of June

Combination of Federal/State
Funds but NOT Single Cost
Objective

MFTR (and in some cases an
Activity Log)

Cr
Combined MFTR/Activity Log
Please see question Q&A #3, Q&A
#7, and Q&A #14 in bulletin

regarding situations requiring an
activity log.

Monthly — MFTR
Daily — Activity Log

Recorded Daily/Weekly and signed
at the end of each month

SAC=Semi-Annual Cerlification, Attachment B

Blanket SAC=Blanket Semi-Annual Certification, Attachment C
MFTR=Multi-Funded Time Report, Attachment D

Activity Log =Daily Activity Log, Attachment E

Combined MFTR/Activity Log, Attachment F (sample)
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Attachment A-2

TIME REPORTING DOCUMENTATION MATRIX FOR OTHER PAY TYPES

substitutes name, employee

number, program code and

substitutes signature (all on
same ling)

PAY TYPE FUNDING SOURCE DOCUMENTATION FREQUENCY
REQUIRED
Overtime Federal or State Categorical Attachment G or similar As Needed
Fund document that includes all
fields of Attachment G
SAXB, Training, PD Federal or State Categonical Attachment H or similar As Needed
Funds document that includes all
fields of Attachment H
Day-to-Day Substitute Federal or State Categorical Attachment H or similar Daily
Funds document that includes all
fields of Attachment H
Or
Substitute Log that includes Daily
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BULLETIN NO. 2643.6
October 31, 2013 ATTACHMENT B

LOS ANGELES UNIFIED SCHOOL DISTRICT
Accounting and Disbursements Division

SEMI-ANNUAL CERTIFICATION

Period Covered Fiscal Year
(e.g. July-Dec, Jan-Tune)

Name Posttion
School/Office

Program(s) Name or Single Cost Objective (e.g. SWP schoolwide plan)

Program Code(s)

I hereby certify that I was funded solely (100%) from the above program funds or worked
solely on these program(s). single cost objective or single indirect cost activity. (Please
note that EITHER the employee signature OR the responsible supervisor signature
satisfies the compliance requirement. )

= -
lovee 51 e Date
Employee Signatur
OR
O
*Responsible Supervisor Signature Date

*Supervisor having first-hand knowledge of the activities.
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BULLETIN NO. 2643.6
October 31, 2013 ATTACHMENT C

Los Angeles Unified School District

Blanket Semi-Annual Certification

Period Covered: Fiscal Year:
(e.g. July-Dec. Jan-June)

School Name:

The following mdividuals have worked 100% of their time during the period covered (not
more than six months) under a single funding source or an approved single cost objective.

Program Code(s):
Cost Objective Name, if applicable: (e.g. SWP schoolwide plan)
Name Position

I hereby certify that this report 15 an after-the-fact deternunation of actual effort
expended for the period mdicated.

Supervising Official:

Signature Date

Name, Title
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BULLETIN NO. 2643.6 ATTACHMENT D
October 31. 2013

LOS ANGLES UNIFIED SCHOOL DISTRICT
Multi-Funded Time Report (MFTR)

Employee Name: Class Code: Pay Period Month:
Employee No. Class Code Title:
Days of the Month
Program 1 2 3 4 |5 6|7 8 9 (10 (11 (12 |13 | 14 |15 (16 [17 |18 |19 | 20 |21 | 22 | 23 | 24 (25| 26 (27 (28 ( 29 | 30 | 31 Actual
Hours
Certification:
I certify that the mformation recorded on this Daily Time Report is true and correct to the best of my knowledge. For the period of through . I spent my time on the

following programs:

Yo 0
Program Program
k. o k. o
Program Program
Signature of Employee Date
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BULLETIMN MO. 2643.6

October 31, 2013

LOS AMGELES UNIFIED SCHOOL DISTRICT
Accounting and Disbursements Division

DAILY ACTIVITY LOG (Generic)

ATTACHMENT E

Employese Name: Pay Period No.
Class Code & Tithe: Employee No.
Hours Howrs Hours Hours Hours Total
DATE DAY ACTNNTY FProgram #1 Program #2 Program#3 Program &  Program #5 Howrs
Mon
Tue
Wed
Thu
Fri
Sat

| gertify that the information recorded on this Activity Log is true and comect to the best of my knowledge.

Signature of Employee:

Diata:

Frogram #1 Mame/Mumber
Program #2 Mame/Mumbser,
Frogram #3 Mame/Mumber
Program #4 Mame/Mumber
Program #5 Mame/Mumbser,
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Attachment F

MULTI-FUNDED TIME REPORT AND TIME-ACCOUNTING LOG FOR CATEGORICAL PERSONNEL (Special Purpose) { SAMPLE)

Employee Name: Class Code: Month:
Employee #: Position: School/Office:
Diate:

Program| M T W TH F M T W | TH F M T W [ TH F M T W | TH F M T W ™ F

Titlel |o |1 |D olifjofileli el o lifelrjooafojojeofrijo e |o)elife ool fe ool ofije]lijoli]o]ifoli]e

#ofHrs

Activity
# (5]

Program| M T W TH F M T W [ TH F M T W [ TH F M 1 W | TH F M T W TH F

EALEP | o (1 | oplijojifofijeli|ofifelilofefoleiojifofi|jolifofifolilofijoji|ofifoli|ofji}eli|o|iflofe]o|i|o

#ofHrs

Activity
# (5]

Program| M T W TH F M T W | TH F A T W [ TH F T W | T™H F M T W ™ F

#ofHrs

Activity
# (5]

Program| M T W TH F M T W | TH F M T W | TH F M T W | T™H F M T W ™ F

plile ol ifolifleli el i|oli]efiflefsfolsdeli]loli|elijefifolseli|oli|oli]olilofi)eliflo|i|lo]i]olile
#ofHrs
B.ctivity
# (s}
Direct Activities (1-12) for the Week: Indirect Activities (a-k) for the Week: & of
o Program services H . k]
1. Demeonstation lessons 7. Mesting Aliendance (Intervenion) a. Develop/Construct Organize/Select 8. Conference wit District Office ours
2 Comduct Professional Development 8. Teaching Evaluaie instuctional materials Fersornel . i Direct (D)
for Teachers/Adminisirators 9. Plan/Coordinate Frofessional . Develop/monitor program budgets h. Assist with ETE‘_".EE‘HS ASSesSmEnts Title 1 -
3. Conferencaimestings with Pasents Development c. Approve program achvitesipurchases School Flan ""7"'9-'\"9“‘3:@"? Indirect {1}
4 Implement Instructional Program 10. Train Community Members/Parents d. School Site Vist j- Mesting Attendance (Operafions) Direct (D)
5. Working directly with 11. Coordinating Intervention &. Dn-going Program Compliance k. Other EIA-LEP
studeris/Intervention 12. Offher f. Develop Schedules for Program Indirect {1}
8. Prafessional Development/ Interveriion -
Conference Attendance Direct (D)
Indirect {1}
Certification: I certify that the information recorded on this Daily Time Report 1s true and comect to the best of my kmowledge. Direct (D)
Indirect {1}
Signature of Employee Signature of Administrator
Date Date

*Only categorical funds are subject to direct and indirect.
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BULLETIN NO. 2643.6 ATTACHMENT G
October 31, 2013

LOS ANGELES UNIFIED SCHOOL DISTRICT
Overtime Request Form

REQUEST FOR PRE-APPROVAL TO WORK OVERTIME

MWame: Employes #
Estimated
Reguested Date(s) Total Hours:

Reason for Overtime (Project/ Activity):

Chvertime Charged to Fund: Program Code: Mame of Program Code:

(i fumding sowrce is from a federal or state categorical program, acivities performed must be an allowable cost)

APPROVED BY: Date: Total Est. Hours Approved:
Supervisor

The information below is to be completed by the employee after prior approval has been obtained and overtime
work is completed.

OVERTIME REPORT

Date(s) Worked: Actual Hours Worked:

| hereky certify that the overtime worked was scolely (100%) related to activities for the above program.

Employes's Signature Diate:

Approved By: Date:
Administrator
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BULLETIN NO. 2643.6
October 31, 2013 ATTACHMENT H

LOS ANGELES UNIFIED SCHOOL DISTEICT
Accounting and Disbursements Division

FEDERATL AND STATE CATEGORICAL FUNDED CERTIFICATION
(Tramng or Occasional Assignments)

Fiscal Year Date (s) Worked
Hours Worked:

Description of Activity

Name |

School/Office

Categorical Program

Program Code

I hereby certify that I was funded solely (100%¢) from the above program funds and recerved
training/performed work as set forth on this program(s), single cost objective or single indirect
cost activity.

Employee Signature Date

NOTE: If multiple emplovees from the same cost center attend a tramnmng, Attachment H could
be completed as a cover sheet and the sign-in sheet and agenda could be attached. The sign-in
sheet should mnclude tramming descniption, funding source(s). employee name, employee number,
signature, and date(s) of training.
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ATTACHMENT I

LOS ANGELES UNIFIED SCHOOL DISTRICT
Accounting and Disbursements Division

BULLETIN NO. 2643.6
October 31, 2013

ADMINISTRATOR ASSURANCES

Period Ending Fiscal Year
(e.g. July-Dec. Jan-June)

School/Office

I hereby certify that I have obtained the appropriate supporting documentation, as
outlined in this bulletin, for those employees who were paid using federal and/or state
categorical funds. All necessary adjustments have been entered 1n the payroll system so
that actual hours worked are properly reflected.

These documents have been retamned by the time-reporter at my location and are available
for review.

Admimistrator’s Name

Admimstrator’s Signature Date

A copy of this signed assurance must be sent to your ESC Operations Admimstrator or
Division Administrator by January 31% and July 31% of each fiscal vear.
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ATTACHMENT J

LOS ANGELES UNIFIED SCHOOL DISTRICT
Accounting and Disbursements Division

BULLETIN NO. 2643.6
October 31, 2013

EDUCATIONAL SERVICE CENTER. (ESC) OPERATIONS
ADMINISTRATOR/DIVISION
ADMINISTREATOR ASSURANCES

I hereby certify that:
T have recerved the Adnunistrator Assurances form from each school within my ESC or

each office under my responsibility that the appropriate supporting documentation as
outlined in Bulletin 2643 6 has been obtained.

ESC or Division Name

ESC Operations Administrator/Division Administrator Name

ESC Operations/Division Administrator Signature Date

Please fax a copy of this signed assurance to the Accounting Controls and Oversight
Branch at (213) 241-6829 by February 15th and August 15th of each fiscal vear.
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Appendix J: Mapping of Personnel Area to Bargaining Unit

Personnel Personnel Area Description Affiliated Bargaining Union

Area

1AOX AA-Safety (Detectives & Officers) Los Angeles School Police Assoc

1APW AA-Plant Security Aide Weekends Los Angeles School Police Assoc

1APX AA-Misc (Plant Security Aides) Los Angeles School Police Assoc

1ASX AA-School Safety Officers Los Angeles School Police Assoc

1BXX BB-Instructional Aides Local 99 - SEIU

1CXX CC-Operations Support Svcs Local 99 - SEIU

1DTX DD-TV Studio Assistant CSEA

1DXX DD-Office, Technical and Bus Svcs CSEA

1DPX DD-Student Integration Helper CSEA

1EXX EE-Skilled Crafts LA/Orange County Building and
Construction Trades Council

1LAX LL-Safety (Captain) District Represented

1LIX JJ-Classified Management (AALA) | AALA

1LMX LL-Classified Management District Represented

1LVX VE-Executive Officer, Board of Education Non-represented

INAX NN-Safety (Security Officer) Non-represented

INXX NN-Classified Non-represented Non-represented

1SAS HH Supervising School Safety Officer Los Angeles School Police
Management Association

1SAX HH-Safety (Lieutenants & Sergeants) Los Angeles School Police
Management Association

1SLL SS-Classified Supervisory O/T Exempt Teamsters Local 572

1SLX SL-Classified Supervisory Teamsters Local 572

1SXX SS-Classified Supervisory Teamsters Local 572

1VAC VS-Safety Chief of Police District Represented

1VAD VV-Safety Deputy Chief District Represented

1VEX VE-Classified Exec Management-JR District Represented

1VSX VS-Classified Exec Management-SR District Represented

1VJIX JJ-Classified Management (AALA) High AALA

1VVvX VV-Classified Exec Management District Represented

1YLX YL-Program Analyst IAU, Director of Budget & District Represented

Financial Policy and Director of Ed. Policy

1ZDX ZD-Bargaining Unit D Confidential District Represented

1ZL X ZZ-Classified Confidential O/T Exempt District Represented

17SX ZS-Classified Confidential Supervisory District Represented

1ZXX ZZ-Classified Confidential District Represented

2FDX FF-Teacher Assistants (Degree) Local 99 - SEIU

2FNX FF-Teacher Assistants (Non-Degree) Local 99 - SEIU

2MCX MM-Certificated Contract Management District Represented

2MEX MM-Certificated Exec Management District Represented

2MSX MS-Certificated Management Supervisory AALA

2MZX Mz-Certificated Management Confidential District Represented

2PXX PP-Physician District Represented

2USX UU-Support services UTLA

2UTA UU-Teachers (Adult) UTLA

2UTE UU-Teachers (ECE) UTLA
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2UTH UU-Teachers (Home School) UTLA

2UTK UU-Teachers (K12/Sp Ed) UTLA

3GXX GG-Playground Aides Local 99 - SEIU

3NBP NB-Playground Supervisors Non-represented District Represented
3NBX NB-Community Representatives District Represented
3NMX NP-Medical Experts District Represented
3NPX NN-Prof Experts District Represented
3NSX NN-Student Workers District Represented
3NXX NN-Unclassified Non-represented District Represented
3YYX YY-Board/Commission Member Not a district employee
9NEC Non Employee-Charter School Not a district employee
INEX Non Employee Not a district employee
9REC Converted Retiree Non-represented
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Appendix K: Designation of Holidays for Certificated Employees (California
Education Code 44988)

(44988). Prior to July 1 of any school year, the governing board of any school district
may designate other days during such year as the holidays to which certificated
employees are entitled in lieu of the holidays on February 12 known as "Lincoln Day,"
the third Monday in February known as "Washington Day," the last Monday in May
known as "Memorial Day," or November 11 known as "Veterans Day," provided that
such designated days will provide for at least a three-day weekend. Certificated
employees shall be required to work on the regular holiday, for which another day is
designated pursuant to this section, and for work of eight hours or less, shall be paid
compensation at their regular rate of pay. If any certificated employee would be entitled
to the regular paid holiday but would not be in a paid status during any portion of the
working day immediately preceding or succeeding the day so designated in lieu of such
holiday and therefore would not be entitled to such day in lieu of the holiday, he or she
shall be entitled to the regular holiday.

This section shall not be construed to authorize the maintenance of schools on
holidays other than as provided in Article 3(commencing with Section 37220) of Chapter
2 of Part 22.
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Appendix L: Designation of Holidays for Classified Employees (California
Education Code 45205)

(45205). Prior to July 1 of any school year, the governing board of any school district may
designate other days during such year as the holidays to which classified employees are
entitled in lieu of the holidays on February 12 known as "Lincoln Day," the third Monday
in February known as "Washington Day," the last Monday in May known as "Memorial
Day,"” or November 11 known as "Veterans Day" as specified in Section 45203, provided
that such designated days will provide for at least a three-day weekend. Classified
employees shall be required to work on the regular holiday for which another day is
designated pursuant to this section, and for work of eight hours or less, shall be paid
compensation at their regular rate of pay. If any classified employee would be entitled to
the regular paid holiday but would not be in a paid status during any portion of the working
day immediately preceding or succeeding the day so designated in lieu of such holiday
and therefore would not be entitled to such day in lieu of the holiday, he shall be entitled
to the regular holiday; however, if he is required to work on such holiday, he shall be paid
compensation at the rate of time and one-half of his regular rate of pay in addition to the
regular pay received for the holiday.

This section shall not be construed to authorize the maintenance of schools on holidays
other than as provided in Article 3 (commencing with Section 37220) of Chapter 2 of Part
22 of this division.

This section shall apply to districts that have adopted the merit system in the same
manner and effect as if it were a part of Article 6 (commencing with Section 45240) of this
chapter.
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Appendix M: Time Reporting and Time Approval Policy — (BUL-6638.0)

LOS ANGELES UNIFIED SCHOOL DISTRICT
POLICY BULLETIN

TITLE:
NUMEBER:

ISSUER:

DATE:

PURPOSE:

MAJORE

CHANGES:

BUL-5638.0

Time Reporting and Time Approval Policy ROUTING
All Locations
BUL-6638.0 Time Reporters
Time Approvers
Michelle King Administrators
Superintendent of Schools

Lus Buendia, Controller
Accounting & Disbursements Division

Aprl 4, 2016

The purpose of this bulletin is to renund all time reporters, time approvers and
administraters of their payroll responsibilities. Principals have oversight
responsibility to ensure school site time keepers are in compliance with payroll
policies and procedures. Local Districts have oversight responsibilities to ensure
school time approvers are in compliance with payroll policies and procedures.
Directors and Division level administrators have oversight responsibility to
ensure non-school ime keepers and non-schoel time approvers are in compliance
with payroll policies and procedures.

The pnmary goal of the Payroll Admimstration Branch is to admimister the
payrell fiscal affairs of the District efficiently and to compensate employees for
time worked in an accurate and timely manner in accordance with applicable laws
and to maintain the required supporting documents and records.

The Supenintendent’s Office has directed Payroll Administration that all
employees are to be compensated in a timely manner. In order to follow this
directive, it is critical that time reporters and time approvers follow the policies
and procedures in this bulletin.

Payroll has outlined various supportive measures that will be taken to assist and
prompt imekeepers and approvers to facilitate timely and accurate pay checks
through adherence to payroll procedures. Continned nen-compliance with payrell
policies and procedures may result in progressive disciplinary action.

This bulletin replaces BUL-3%09.0, Policy on Time Reporting, BUL-3933.1,
Policy on Time Approval/Certification, and BUL-4705.0, Time Keeping and
Approval/Certification of Payroll. The information contained in these three
bulletins has been combined mnto cne document for accessibility to ime reporters
and time approvers. Adherence to the new payroll policies and procedures will
ensure employees are compensated in a fimely manner, increase efficiency,

Accounting & Disbursements Division Page 1 of 8 Apnl 4, 2016
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i LOS ANGELES UNIFIED SCHOOL DISTRICT
POLICY BULLETIN

A subset of employees that are positively time reperted are those whe DO NOT
earn 1llness andfor vacation benefits. Examples of these employees mclude
certificated, classified, and semi-monthly substitites, professional experts, and
at-will and relief emplovess assigned to temporary assignments.

TIME Below is a list of time reporter guidelines that must be followed in order to ensure
EEPOETEER compliance. Principals and Dhstrict administrators have oversight responsibility
GUIDELINES: over time keepers to ensure that the gnidelines are being followed.

1.

[

LA

=]

BUL-6638.0

Accurately time report all employees by the cut-off deadline for each
payroll area: Classified (CL), Certificated (CE). and Semi-Monthly (SM).

Time report all employees on a weekly basis. Time enfries must be
entered every Friday by 6:00 PM.

Time report all employees by 6:00 PM on the cut-off deadline for each
payroll area and Scheduled Off-Cycles per the established payroll
calendar.

Be mn possession of a completed and approved Certification of Absence
Form (§0. ILL or §0.NON-ILL) for each absence prior to reporting.

Have a designated back-up time reporter that is available to fulfill the
duties of the time reporter at all times.

The Time Sheet must be adjusted for any employee that 15 TMS 9
(negative time reported) that has not worked on an assigned day
according to their work schedule.

Feport positive time reported employees who do not eam illness and/or
vacation benefits and/or do not follow a regular work schedule (X Basis)
through the payroll cut-off date only. Any work scheduled after the cut-
off date for these employess must be reported after the time 15 worked.
Pay for time reported after the payroll cut-off date will be accounted for
and processed duning the next regular off-cycle or payrell un.

Peport positive time reported employees who eam illness and/or vacation
benefits and who follow a regular work schedule for work to be
performed and/or scheduled approved absences through the end of the
pay peniod.

Eeport non-core/additional hours (overtime, Z time, SAXB, replacement
time, relief ime, etc.) that are worked through the payroll cut-off date
only. Any non-core/additional hours scheduled after the cut-off date

Accomnting & Disbursements Division Page 3 of 8 Apnl 4. 2016
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Y LOS ANGELES UNIFIED SCHOOL DISTRICT

POLICY BULLETIN

10.

11.

12.

13.

14.

15.

16.

17.

15.

19.

BUL-6638.0

must be reported after the time is worked. Pay for time reported after the
payroll cut-off date will be accounted for and processed dunng the next
regular eff-cycle or payroll num.

Enter differentials and mileage only once incurred.
Do not anticipate fime beyond the current pay period.

Eeport time adjustments for employees assigned to Semi-Monthly (SW)
within 15 days of the pay period.

Peport time adjustments for employees assigned to Certificated (CE) and
Classified (CL) within 3 days of the pay penied ending and by the
Scheduled Off-Cyele Cut-Off Dates.

P.eport time using the Employee List by Cost Center Report
(ZTMEMPLIST) to ensure all employees listed are currently at the
location and are time reported properly. Contact your Human Fesources
Specialist or Assignment Technician if there are employees that should
no longer be assigned to your location.

Fam/generate the report option Feported Hours vs. Planned Hours for
TMS 1 in Time Reconciliation by Cost Center
(ZTIMERECON_SCHOOL) before time is approved to identify TMS 1
employees with differences between hours reported and planned hours.

Foum/generate the report option Time i CATS Not Yet Approved mn Time
Peconciliation by Cost Center (ZTIMERECON _SCHOOL) immediately
after approval to confirm that all time entries have been approved.

Ensure that the employee’s timecard reflects the benefit reported, such as
ilness, personal necessity, kin care, vacation, ete.

Make certain that supporting documents are on file for every absence
such as Certification of Absence Forms, Physician Statements or Famuly
Medical Leave Act (FMLA) Certification of Health Care Provider if
FMLA/California Family Bights Act (CFEA) protection is requested.

Confirm that the time card used cormresponds with the assigned basis and
work schedule for each employee.

. Venfy that employees are signing in and out or imtialing on a daily basis.

Accounting & Disbursements Division Page 4 of & Apnl 4, 2016
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Y LOS ANGELES UNIFIED SCHOOL DISTRICT
FOLICY BULLETIN

21

Manage and maintain the pre-designated monthly calendar for each
employee.

. Feview and audit reported time regularly to ensure compliance with time

keeping policies.

23. Beview and refer to policy bulletins, memorandums, reference guides, job

aids and email blasts for mformation, clanfication and fraining.

TIME Below 15 a list of time approver guidelines that must be followed in order to
APFROVER ensure compliance. Local Districts and Division admimsirators have oversight
GUIDELINES: responsibility over administrators to ensure that the guidelines are bemg followed.

1.

bt

LA

=l

BUL-6638.0

Eeview and approve all employees by the cut-off deadline for each
payroll area: Classified (CL), Certificated (CE), and Senu-Monthly (SM).

Approve time entries on a weekly basis. Time entries should be approved
every Friday by 6:00 PML

. Time approve all employees by 6:00 P M. on the cut-off deadline for each

payroll area and Scheduled Off-Cycles per the established payroll
calendar.

. Have an [llness (60. ILL) or Non-Ilness (60 WON-ILL) Certification

Form for every employee reported as absent.

. Approve or deny Certification of Absence Forms (60. ILL or 60 NON-

ILL) for each pay penod and refurn to the time reporter.

Approve or deny requests for non-core/additional hours and mileage
(Overtime, Z-time, SAXB, replacement time, relief time, etc.) for each
pay period and return to the fime reporter on a weekly basis.

Fam/generate the report option Time in CATS Not Yet Approved in Time
Eeconciliation by Cost Center (ZTIMERECON SCHOOL) immediately
after approval to confirm that all time entries have been approved.

Have a designated back-up time approver that is available to fulfill the
duties of the time approver at all times.

Contact your Local District or Division designes time approver for
assistance m the event the principal, site admunistrator or the back-up 13
unavailable to approve the time entries by the cut-off deadline.

Accounfing & Disbursements Division Page 5 of 8 Apml 4, 2016
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S LOS ANGELES UNIFIED SCHOOL DISTRICT
POLICY ETULLETIN

Effective mmediately, Payroll Admimmistration 15 directed to momator the
following activities to ensure compliance of payroll policies and procedures so
that emplovees will be paid timely and accurately on their assigned payroll pay
date.
a) Time is reported and approved by the cut-off deadline.
b} Time is reported and approved weekly by 6:00 P.M. every Friday.
c) The frequency of checks requested outside of normal payroll runs.
d} Anticipation of Time.
e) Time adjustments reported and approved within the 15 day peri::ud for
Semi-Monthly and within 3 days of the pay period ending by the
Scheduled Off-Cycle Cut-Off Diates for Classified and Certificated.

Payroll Administration staff will contact any time reporter or time approver who
appears on the Teports listed above for noncompliance of the above fime reporting
and time approving policies. The Local District Administrator or its designes or
Division Chief will also be notified of employees that are noncompliant.

Once time reporters and time approvers have incurred the 4* level of support for
nencempliance within a fiscal year, it may result in written notification and
revocation of their SAP Payroll access.

Payroll Admimistration is directed to implement the following procedures m order
to address the time reporter’s and fime approver s failure to comply with the

procedures mentioned in this bulletin.
Support Action Taken By
. . ! ; Payroll Support
1 Contact the time reporter or ime approver via emal. Cariices
Level
e Address time reporting and timee approving aveas of Payroll Support
CONCEIT. Services
) . . Time Reporter or
Fevew the policy bulletin and procedures. Time Approver
Provide job aids. P“‘*‘ﬂi‘fﬁ"m

Send nohfication to the hme reporter, fime approver, and
d : g

1= Local District Adwmini " other. Distri Payraoll Supp:ct't
Level managament staff

Must succes=fully complete the Payroll Support Services Time Reporter or
Time Reporting Time Approver check hist Time Approver

BUL-6638.0
Accouniing & Disbursements Division Page 6 of 8 Apnl 4, 2016
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vl LOS ANGELES UNIFIED SCHOOL DISTRICT
POLICY BULLETIN

AUTHORITY:

BUL-5633.0

Accounting & Disbursements Division

Support Acition Taken By

Send nohfication to the time reporter, ime approver, and

rd
) | Local District Administrator or other District P“ﬂ?“’?j’m
& mznagement staff ees
Conduct sife viat to observe hme keepmsz or tume
approval prachees and provide recommendations for Pa}g:‘_ﬁw
Inprovement. ke
Address tme reporing and fime approving areas of Pavroll Support
Cconcern. Services
4" Fevoke SAP Pavroll access; all fime reporting or fime: Pa}'ri:-“ Support
Level | approval access will be revoked. Services and
e L = ITD-BASE Secunty
Must identify another enplovee at the aszigned cost Princinal or
center to fulfill the dufies as fume reporter and report A\ dmimistrator
payroll for thew assigned cost centers.
A.ddlvas.nunmmphancemme.vnd:dnprmupalur Division Chief or
derestar. Desi
mmee
Suppaort their respectve schools and cost centers per the Local Dhstnet
established process. Drvizion Staff
Must complete the Tune Reporing Pohey Trainmz m Time Reporter or
order for aceess to be restorad. Time Approver
: e _— Time Reporter or
Attain a 100%5 pass rate on the assessment. Time Approver
Provide witten justification to the Supermtendent’s Local Dhstrict
Office designee and document measures taken before Leadership
secunty access Is restored to those indnadual(s) whosa or
aceess has been removed Dmnsion Chuef

All administrators are responsible for ensunng that the proper ime reporting and
time approval policies and procedures are implemented mmediately at their
school site or work locations. Failure to follow this admimistrative directive may
lead to disciplinary action such as, but not limited to, a Notice of Unsatisfactory
Acts(s), Notice of Unsatisfactory Service, and/or Suspension and/or dismissal.

This 15 a policy of Michelle King, Supenintendent of Scheols and
Megan K. Reilly, Chief Financial Officer.

Page 7 of 8
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EELATED
EESOUECES:

ASSISTANCE:

BUL-5638.0

Payroll Admimistration website — hitp:fachieve lausd net/payroll
Payroll Calendars/Time Cards — hitp://achieve lansd net/Paze/1085
Payroll Concepts Manual — hitp://achieve.lansd net/Page/1 082
2013-2016 Cut-Off Dates for CATS Time Feporting

Certificated 2013-2016 Payroll Calendar

Classified 2013-2016 Payroll Calendar

Semi-Monthly 2015-2016 Payroll Calendar

Employee List by Cost Center job aid

Time Reconciliation by Cost Center job aid

Time Approval job aid

For assistance. please contact Payroll Support Services at (213) 241-2570.
Monday thm Friday, 8:00 AM —4:30 PM or via email at
payrollsupportilausd net.

Each Local Dhistrict Office has the ability to support their schools by time
reporting and time approval for any school site within their respective geographic
area. For assistance with designating back-up time approvers/reporters issues,
please contact your Local District Office.

North East (818) 2523400
North West (818) 654-3670
West (3100 914-2102
East (323) 2243177
South (310) 354-3513
Central (213) 241-0167

For non-school sites, each Division has the abality to support their cost centers by
time reporting and time approval. For assistance, please contact your division
office.

For assistance with calendar or assignment issues, please contact Certificated
Assignments at (213) 241-3300, Classified Assignments at (213) 241-6300 or
Certificated Admimistrative Assignments at (213) 241-63465.

For assistance with contract or disciplinary matters, please contact the Office of
Staff Relations at (213) 241-6036.

For assistance with any bargaining unit agreement questions, please contact the
Office of Labor Felations at (213) 241-8322.

Accounting & Disbursements Division Page Bof & Apnl 4, 2016
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S LOS ANGELES UNIFIED SCHOOL DISTRICT
POLICY EULLETIN

TITLE:

NUMEEER:

ISSTUER:

DATE:

PURPOSE:

MAJOR
CHANGES:

BACKGROUND:

GUIDELINES:

BUL-6055.1

Elimination of Advance Reporting of Hours, Mileage | ROUTING
and Differential Pay All Schools and
Offices
BUL-6033.1

Michelle King, Superintendent of Schools
Alma Pedia-Sanchez, Chief of Staff

Jammary 9. 2017

The purpose of this Bulletin is to bring awareness to the elimination of advance
time reporting of hours for LAUSD emplovees and request vour adherence in
addressing this important issue with your timekeepers. Non-compliance may result
in progressive disciplinary action.

This revision replaces and supersedes BUL-8033.0 issued on May 2. 2013.

Trend and analysis of payroll data showed that a great amount of an employee’s
overpayment is caused by advanced reporting of their time and other supplemental
pay incleding mileage and differentials bevond the current pay period. This canses
an increase in administrative costs to recoup the overpayment. It is the District’s
goal to continuously lessen these overpayments. Hence, the practice of advanced
reporting of time, mileage and differentials beyond the current pay period should be
discontinued.

Time keepers mmst ensure that all employees’ time 1s accurately subnutted for their
respective wotk locations by the payroll cut-off date. The office and schoeol
administrators are responsible for ensunng that the following are accomplished:

+  All employees” time MUST be carefully reviewed and certified by the
payroll cut-off dates and times.

+  Advanced reporting of hours bevond the current pay period is not an
acceptable practice and should not be done.

¢ All differential pay as well as mileage MUST NOT be reported in advance.
Approved differentials and mileage must be reported only when incurred.

¢ Review and andit the time regularly to ensure compliance with the policy.

Office of the Supenntendent Page 1 of 4 January @, 2017
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AUTHORITY:

RELATED
RESOURCES:

ASSISTANCE:

BUL-6053.1

¢ Do not time report in advance for employees that DO NOT earn illness
and/or vacation benefits, and/or that DO NOT follow a regular work

schedule, even in the current pay period (Attachment A).

Payroll Administration Branch_ in conjunetion with the Local Districts and the
Administrators of Operations, will provide important information to you on training
sessions and materials that will be available for educating vour timekeeper(s) on the
District’s policies related to advanced time reporting of hours. It will be important
for your timekeepers to attend the sessions and/or review the materials carefully.

We are directing all administrators to ensure that the proper timeleeping procedures
are followed and that all advance reporting bevond the corrent period is
discontinued immediately at their school site or work locations. The advanced
reporting of hours, mileage and differentials will be carefully monitored. Failure to
follow this administrative directive may lead to diseiplinary action such as, but not
limited to, a Notice of Unsatisfactory Act(s). Notice of Unsatisfactory Service,
and/or Suspensicn and/or dismissal.

This is a policy issped from the Office of the Superintendent.

BUL-6638.0, Time Reporting and Time Approval Policy, dated April 4, 2016.
Attachment A - Time Management Status

For assistance or forther information please contact the Payroll Customer Services

at (213) 241-2570.

For assistance with contract or disciplinary matters. please contact the Office of
Staff Relations at (213) 241-6056.

For assistance with any bargaining unit agreement questions. please contact the
Office of Labor Felations at (213) 241-8322.

For assistance with calendar or assignment issues. please contact Certificated
Aszsignments and Suppeort Services at (213) 241-5100, Classified Employment
Services at (213) 241-6300 or Certificated Administrative Assignments at
(213) 241-6365.

Office of the Superintendent Page 2 of 4 Januwary 9 2017
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ATTACHMENT A

Time Management Status (TMS)

Pavroll Area

TAIS

Description

Classified'Senu-Monthly

Positive (TMS 1)

All assignments less than 7 hours per day.

Classified'Senu-Monthly

Positive (TMS 1)

All substitutes, provisional, temporaty and
summer assignments (3 Basis).

Classified'Semi-Monthly/

Positive (TMS 1)

All unclassified assignments, inchiding Teacher

Certificated Assistants and School Supervision Aides.
K-12 teachers and support services assigned to
Certificated Positive (TMS 1) flexible schedules (60%, 80%), split assignments
or assigned less than & hours per day.
Certificated Positive (TMS 1) Early Childhood Ed‘_Lmanon assigniments less
than 8 hours per day.
Certificated Positive (TMS 1) | All Adult Education assignments.
Administrators, confract management and
Certificated Positive (TMS 1) | confidential assignments less than 8 hours per

day.

Certificated

Classified'Semi-Monthly/

Positive (TMS 1)

All employees on an approved leave of absence

Classified'Semi-Monthly

Negative (THS 9)

All assignments 7 hours per day or more.

K-12 teachers and support services 6 hours per

Certificated Negative (THS 9) day
o - Administrators, contract management and
Certificated Negative (TMS 9) confidential assignments 8 hours per day.
BUL-6053.1

Dffice of the Superintendent

Page 3 of 4 January 9, 2017
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Time Management Status (TMS) *Effective Februaryl6, 2016, time keepers are restricted

from time reporting beyond the current date for Personnel Areas 1BX0(, 1033, 3G, 2FDX,
and 2FINX

Emplovee Subgroup Emplovee Subgroup Description
51 Substitutes
T1 Temporary
1 Betn Betiree
2 Eeturn Retiree (Exempt)
BUL-6053.1
Office of the Superintendent Page 4 of 4 January 9, 2017
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LOS ANGELES UNIFIED SCHOOL DISTRICT
PERSONNEL COMMISSION

580
LAWAND RULES September 8, 2008

580 LONGEVITY SALARY INCREMENTS

A Regular employees sening in classes and positions designated by the Board, Superntendent, or
Superintendent's designee, as being eligible for longevity salary increments shallbe paid longevity salary
increments after completing the required years of District dassified sendce as follows:

Increment
Years Per Hour PerPay Period
after 10 $ .15625 325
after 15 3 18750 $30
after 20 3 21875 335
after 25 $ 25000 $40
after 30 $ 28125 345

B. For the purpose of this Rule, a year of sendce is a 12-month period of time starting from the first date an
employee is assigned in regular status. Inorder to be credited with a year of service, an employee must
have been in regular paid status for a number of days equal to 75 percent of the employee's assignment
basis. Only regular time spent in the Classified Service shall count toward years of semice.

C. Alongevity salary increment shall become effective on the first day of the pay perod following completion
of the qualifying number of years of service.

D. Time served prior to a break in sendce shall notbe counted toward years of service unless the employee
is reinstated in accordance with Rule 771 or reemployed in accordance with Rule 740, in regular status.

E. Longevity salary increments shall be part of an employee’s basic salary for the pumpose of computing
overtime.

F. Individual employees are responsible for monitoring their eligibility for a longevity salary increment.
Individual employees should apply for a longevity salary increment on the prescribed fom to the
Employment Transactions Senvices Branch of the Personnel Commissionimmediately prior to completion
of the gualifying number of years of sendce. Failure to do so does not constitute a waiver of the
employee's right to receive a longevity salary increment, up to three year rights to recovery.

CHANGE:
Rule amended to update outdated language and darification of existing procedures.
Remove: April 27, 1988. Add: September 8, 2008.
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Appendix P: Voluntary Deductions Schedule

VOLUNTARY DEDUCTIONS SCHEDULE

TYPE WAGE TYPES PR sap VENDOR MAME FREQUENCY PAY DATE
VENDOR # | GLACCT.
Calendar Year Mg | =
z3en] | femn|
£010, BOO{L3] B, C.F. 6 B2 562001 | LDCAL 59 Dues/Szency Fee [B-0-F-G] £ach applicaole pay X X X X
EO21 500032 962004 | LDCAL 59 Premium 12 times per yr. X X X
E0E3, 5066, BOO{1] 1 00030 S6Z021 | AALA DuesfArency Fex 12 times peryr. X X X
(@) Bargaining 5023, 6026, 200{LjU II00074 962001 | UTLA 12 times per yr. X X X
=1 E03%, 6036, E03T.200{1|0 | 300076 562001 | CSEA Dues/Apency Fee 10 times per yr. x X
6040, 6041, BOD{1]E SH0003E 962021 | LA BDE & TRADE Dues/Agency Fee 12 times peryr. i X
E110; BOOS; 8045 00064 562001 | TEAMSTERS Dues/Azency Fas 12 times per yr. x X
6070, 6071, S00{1]A 300103 962021 | PEALE OFFICER ASSH Dues/Agzency Fee 12 times per yr. X X
EO0H SRS 562004 | L& SCHOOL POLICE ASSOC. fAEency Fae 12 times per yr. % X
EOO0 FI00045 962021 | HORALE MANN INS (EDUCATORS LIFE INS) 10 times per yr. ® x X
E003 HB0003E SE20Q4 | A ASSOC SCHOOL PEYCHOLDGIST 10 times per yr. % X
EOHD SI00063 962001 | 50 CALIFORNIA SOCIAL SCIENCE ASS0C 10 times per yr. X X
[uk] 500033 962004 | AEOE [Bulger, Lenardson & Assoc, Inc.,) 10{SMLML0 [CLCEtimes per yr X X X
£030 SHO03L 962001 | ASSOC CA SCHOOL ADMINISTRATORS 12 times per yr. X X X
E043 FE00041 962001 | COUNMCIL OF BLACK ADMINISTRATORS 10 times per yr. X X X
E030 SH00044 962001 | EDUCARE ofo ELLIE TOSTADD SECT. 10 times per yr. X X
6033 IHO006L 962021 | PEFFERDINE UNIVERSITY GC 10 times per yr. X X
EOE0 ST 962001 | COUMCIL of MEXICAN AMERICAN ADMIN 10 times per yr. X X X
6073 IH00032 962001 | ASSOC of MEXICAN AMERICAN EDUCATORS * times peryr. X X X
@ 3ra ey E080; 34U FI0ET 962021 | THE LICLA FOUNDTH 12 times per yr. x X
VENDORS EOS0 IIO04E 962021 | FRIENDS OF THE SCHOOL OF EDUC. - CSULA 10 times per yr. X X
5053 I3 962001 | ALLIANCE OF ASIAN/PACIFIC ADMIN. 10 times per yr. x X X
ELD 03T 962021 | CA COUMCIL FOR ADULT EDUCATION 10 times per yr. X X X
EADY SR00083 562004 | CAROC - LA COUNTY OFFICE OF EDUC 10 times per yr. % ] X
E143 00033 962021 | L& CNTY ELEM. SCH. MUSIC ASSOC. -LACESMA |10 times per yr. X X X
EL30 IE000ED 962001 | WOMEN EDUCATORS 10 times per yr. X X X
=030; BO3U FHHTR 562001 | UNITED NEGRO COLLEGE FUND 10 jiCL), 12 [CE] kimes per yr. X X X
] FE000E3 962004 | THE CITY OF HOPE DEVELOPMENT CENTER 12 times per yr. X X
el FBOO03E 562021 | CHILD HELF USA 12 times per yr. X X
B4IF; 242U 300035 962001 | CHILDREN'S HOSFITAL OF LOS ANGELES 12 times per yr. X X X
47U SI000EE 562021 | THE CRISIS FREGMANCY CENTER - SFW 12 times per yr. X X
S4B T 962021 | WORLD VISION 12 times per yr. X X
S000 FHO0043 562024 | FIRST FINANCLAL FEDERAL CREDIT UNION 20-24 [SM], 10-12 [CLCE] peryr.® x bl X X
@ cresin 9003 FI00020 962021 | LACSE - FEDERAL CREDIT UNION 20-24 [5M]), 10-12 [CLLE} peryr.” X A X X
Unions B040 00042 562004 | DOWMEY FEDERAL CREDIT UNION 20-24 [SM), 10-42 [C1LLCE] peryr.* % bl ] X
Elnt] 300123 962021 | SCHOOLS FIRST FEDERAL CREDIT UNION 20-24 [5M), 10-12 [CLLE] peryr.” X ] X X
o0y FE0007S 962004 | THE CALIFOIRNLA CREDNT UNION 20-24 [SM), 10-12 [CLCE] peryr.® X Ll X X
E400; B10U; 3200 SIO007D 962001 | UMITED CRUSADE/UNITED WAY 12 times peryr.* X X X X
5203 SRS 552004 | BROTHERHOOD CRUSADE 12 times peryr.* % bl ] X
5240; BO3D; BOGU FHHTR 562001 | UNITED NEGRO COLLEGE FUND 12 times peryr.* X X X X
9245 I300034 962001 | AUNILIARY SERVICES TRUST FUND 12 times per yr.* X Hl X X
9220 FHHNI2G 962021 | ASIAM PACIFIC COMMUNITY FUND 12 times per yr.* X X X X
(3) Charitable 9225 II00040 962001 | COMMUNITY HEALTH CHRARITIES 12 times per yr.* X X X X
B 5230 300043 562001 | EARTH SHARE OF CALUFORNIA 12 times per yr.* X X X X
5243 IIOO0TE 962021 | LA TRUST FOR CHILDRENS HEALTH 12 times per yr.* X X X X
8230 SHMTL 962001 | UMITED LATING FUND 12 times per y X X X X
9233 II0004E 962021 | HISPANIC SCHOLARSHIP FUND 12 times per yr.” X A X X
8270 FHHI0 562021 | KATHRYN L KUURKA CHILDREN'S HLTH FUND 12 times per yr.* x bl X X
9273 300073 962021 | UMITED TEACHERS EDUC. FOUNDATION 12 times per yr.® ® ] x X
(&) Tax Shatter 203, 133 B 2E 562004 | 4038 WELLS FARSO TSA 24{5M] [ 12{CL CE]peer yr. * % bl ] X
Anraities - TSA 2113, 2433 7117 300127 352021 | 4578 TIAA-CREF 24j5M] [ 12{CL, CE]per yr. * X £ X X
(%) Flexibie 00003 962021 | DEPEMDGENT CARE FLEK 2ajsm] Jf 12(CL,CE} times per yr. X X X X
Spending 00003 562001 | MEDICAL CARE FLEX 24{5M] [ 12{CL,CE) times per yr. ® ] x X

* Dwdurtion fraquancy detemmined by ampkoyas
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Conventions, or Meetings (BUL-5525.1)

g g LOS ANGELES UNIFIED SCHOOL DISTRICT
POLICY BULLETIN

TITLE: District Policy for Travel and Attendance at Conferences or | ROUTING
Conventions All Employees
All Locations

NUMBER: BUL-55252

ISSUER: Michelle King
Senior Deputy Superintendent, School Operations

George Silva, Chief Procurement Officer
Procurement Services Division

DATE: July 1, 2014

POLICY:
The purpose of this Bulletin 1s to inform employees of changes to travel procedures, which
are hased on the District’s new Finance and Procurement system. The changes reflect new
SAP Travel Management processes for schools and offices. The Bulletin explains the
responsibilities for adherence to District policy on travel by schools. Educational Service
Centers (ESCs), and Central Offices, and the changes in the travel request, approval, and
retmbursement process. These changes will be effective July 1. 2014.

This Bulletin replaces BUL- 5525.1 District Policy for Travel and Attendance at
Conferences. Conventions or Meetings, dated July 15, 2013

Note: This Bulletin does not address Travel, Conference or Convention Attendance for
students or parents, for student travel refer to REF-2111.0- The Field Trip Guide. For the
policy on parent travel please refer to Bulletin 5449 0- District Policy for Parent Conference.

MAJOR
CHANGES:
The major changes are as follows:
¢  Only out of state travel must be approved by the Senior Deputy Superintendent,
School Operation. regardless of dollar amount.
¢ [In state conference and travel expenses over 52,000 will no longer require the
approval of the Senior Deputy Superintendent.
BUL-55252 Page 1 of 18 July 1, 2014

Office of the Supermtendent
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SCHOOLS:

OFFICES:

BUL-3525.2

s (On a periodic basis (to coincide with the regular payroll schedule), the approved
travel expenses will be seftled in SAP Travel Management Module (TMM),
transferred to Payroll, and paid on the employee’s next regular scheduled paycheck.

s Forschools, 10.12.1 forms and supporting documents will only be accepted via Scan
and email —no faxes and no school mail.

s Changes in dates, amounts, or funding to approved 10.12 1 will require re-approval

* (Changes to claim reimbursement process via accounts payable

All School request(s) for Travel, Conference or Convention Aftendance require the
completion of Form 10.12.1 approved by the Site Administrator and the Educational Service
Center (ESC) Superintendent or Administrator of Operations (AQQ). All out-of-state or
international conference/convention and travel must be approved by the Senior Deputy
Superintendent, School Operations. All requests must be received by the Procurement Travel
Desk no later than 20 calendar days in advance of travel. Incomplete 10.12.1 forms will be
returmed and late submissions may be denied. It is the responsibility of the traveler to
submit the approved Form 10.12.1 and supporting documentation to the Procurement Travel
Desk on time and completely filled out by:

Scanning and emailing fo procurement. traveldesk@lansd. net

s TUpon receipt of the emailed request, Procurement staff will enter estimated travel
expenses info SAP and attach the supporting documentation into the system. The
traveler will receive a confirming email with an Approved Travel Eequest
Notification Form (ATEN) and Trip Number. Note: It is imperative that all
emplovees check and clear emails on a regular basis to ensure that District related
communications get through.

All Central Office requests for Travel, Conference or Convention Attendance require the
completion of Form 10.12.1. The Administrative staff (assigned with the new Site Travel
Specialist role), will enter estimated travel expenses into SAP TMM and scan the supporting
documentation into the system. The required approval(s) will be obtained via electronic
workflow and a confirming email will be sent fo the traveler with an Approved Travel
Request Notification Form (ATEN) and Trip Number.

Page 2 of 18 July 1, 2014

Office of the Superintendent
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GENEFAL INFOEMATION

The conference attendance procedures have been modified based on the District’s new
Finance and Procurement system to reflect SAP Travel Management processes for schools
and offices, as well as changes in the District’s organizational structure and to explain the
responsibility for adherence to District policy on travel by schools, Educational Service
Center's (ESC) and Central Offices. This Bulletin applies to LAUSD employee travel only.

The Form 10.12.1 may be ordered from the District Stores Warehouse via a Shopping Cart,
uvsing Commodity Code/Product ID 9661222055,

Please Note: The Superintendent may periodically impose a travel freeze as needed. Please
review the applicable current freeze memo. The memo will provide procedures and criteria
required fo obtain the necessary approvals. Freeze forms can be found on the Procurement
Travel Desk website. Oaly one Freeze Exemption Request 15 required per group of
attendees per conference.

A TEAVEL., CONFERENCE OF CONVENTION LOCATION GUIDELINES

Conference attendance should be limited to the closest location to the employee’s home
or work location. For example, if a conference is offered in Los Angeles and San Diego.
the selected location must be Los Angeles.

The approving authority is responsible for ensuring that the continuation of the education
program and other job duties will be maintained while the participant is away from the
work location. Appropriate funding should always be vsed for travel and conference
attendance. The approving authority must ensure that the request follows District policy
(including the correct and accurate completion of Form 10.12.1), appropriate substitute
coverage 15 provided (if required), and proper funding is available. Upon entry of the
estimated travel expenses in SAP, a budget availability check will take place and the
funds will be reserved (pre-encumbered) for the applicable reimbursable expenses.

Lodging and Per Diem

Expenses for lodging and per diem are not reimbursable if the conference is within 45
miles from home or work. However, an exception may be allowed with pre-approval by
the assigned site administrator. The approving authority must indicate on both the
10.12.1 AND the Travel Expense Claim Form that an exception was granted. For
example, the attendee is required to be at the conference or convention late in the
evening and is required fo attend early the subsequent morning; or meals are included as

BUL-3525.2 Page 3 of 18 July 1, 2014
Office of the Superintendent
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part of the conference fee.

All expenditures for nuleage and parking related to travel to a conference or convention
must be included on Form 10.12.1 using the Travel Expense Claim. and subsequently
entered into the SAP TMM.

B. APPROVAL CHART FOR TRAVEL. CONFERENCE OR CONVENTION
(Form 10.12.1) (see Appendix A-Travel Request Workflow for Schools and Appendix
C-Travel Request Workflow for Offices).

SCHOOLS: Participant/ School Traveler Approvers*
Teacher (Elem/Secondary) Principal and ESC Supenntendent/ AOO
Teacher (DACE) Principal and Executive Director, DACE.
Teacher (ECED) Prncipal and Executive Director, ECED
Assistant Principal/Co- Principal and ESC Supenntendent/ AQO
Admunastrator (Elem/Secondary)
Assistant Principal/Co- Prncipal and Executive Director. DACE
Administrator (DACE)
Assistant Principal/Co- Principal and Executive Director, ECED
Admumstrator (ECED)
Principal (Elem/Secondary) ESC Supenntendent/AQQ
Principal (DACE) Executive Director, DACE Executive
Principal (ECED) Director, ECED

OFFICES: Central Office Travelers Approved via SAP Workflow™™*
ESC Non-School Based Staff ESC Supenntendent/AQQ
Central Office-Non-School Based Director/Division Head
Staff
ESC Darector ESC Supenntendent/AOOQ
Central Office Director Executive Management
Division Head Executive Management
Executive Management/ ESC Supernintendent of Schools
Superimntendent

*Relating to school emplovee travel. 1f a Central Office 1s funding the Travel/Conference.
the TVIM will trigger an electronic workflow to the Administrator of that funding office
for approval in SAP. Thus also applies to No Cost Travel/Conference Attendance Requests.

BUL-55252 Page 4 of 18 July 1, 2014
Office of the Superintendent
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**Relating to central office emplovee travel, if another Central Office (in addition to the
originating cost center) is funding the Travel/Conference. the TMM will trigger an
electronic workflow to the Administrator of the funding office(s) as well, for approval in
SAP.

C. REQUEST AND APFROVAL PROCEDURE

SCHOOLS: Step 1. Each traveler must complete a separate Form 10.12.1 in order to travel to a
Conference or Convention, including events that have no cost to the District.  All
expenses, including prepaid expenses (1.e. expenses paid via Shopping Cart, Imprest
Fund. P-Card. and Travel Credit Card) and substitute(s) must be listed on the Form
10.12.1 and subsequently entered into the TMM in SAP. All Prepaid expenses must be
captured for reporting purposes and will not be part of the actnal reimbursement to the
traveler. ALL sections of the form must be completed, including Cost Center, ESC,
funding line in SAP format, etc. To assist the Procurement Travel Desk operators,

please include a contact name, telephone number or email somewhere on the Form
10.12.1.

Step 2. Aftach documentation (registration brochure/flver, lodging/hotel rate quotes,
airfare, etc.) supporting the conference or convention. Enter dafes, times, fees, location,
and other pertinent information on the Form 10.12.1.

Step 3. School travelers must obtain appropriate approval signature(s)/title (refer to
Approval Chart) prior to submitting Form10.12.1 and attachments to the Procurement
Travel Desk for entry into the TMM in SAP.

Step 4. Upon successful entry of estimated travel expenses in SAP, a confirmation email
with an Approved Travel Request Notification (ATEN) form, including trip number,
will be sent to the traveler. The ATEIN must be received and provided to the P-Card
holder prior to paving the conference fee. Conference fees may also be paid via Imprest
or Shopping Cart when the ATREN and trip number is provided.

Step 5. Travel expenses (1.e.. lodging and transportation) can be booked and charged to
the Travel Credit Card. The cardholder must have an approved ATEN and assigned trip
number from the traveler prior to booking travel.

If the School does not have a Travel Credit Card, the travelers may book their trip and
pav out of pocket to be reimbursed after returning from the travel event.

Step 6. Upon refurn from the travel and/or conference, the traveler must complete and
sign the Travel Expense Claim Form (last page of the Form 10.12.1) to obfain

BUL-55252 Page 5 of 18 July 1, 2014
Office of the Superintendent
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OFFICES:

BUL-55252

reimbursement for allowable expenditures. Each attendee must complete a separate
Travel Expense Claim Form and attach copies of the receipt(s), page(s) of the conference
brochure that show the date, place, time, agenda and fees, cancelled checks. approved
Form 10.12.1, ATEN, and other documentation for itemized travel expenses. (Referto
the Section E for list of reimbursable expenses.)

Step 7. The traveler must obtain the signature of the approving administrator on the
Travel Expense Claim form.

Submit the approved Form 10.12.1 with the approved Travel Expense Claim and legible
copies of receipts, cancelled checks or credit card charges directly to the Accounts
Payable Section, Travel Desk via one of the following delivery methods:

Facsimile: Attention Accounts Payable Travel Desk at (213) 241-8213
School Mail:  Accounts Payable Section Travel Desk. Beaudry 27® Floor

The approved actual expenses will then workflow to Accounts Payable for review.
Upon review, Accounts Pavable will approve the actual expenses and enfer a settlement
date in the TMM. At such time, a confirmation email with an Approved Actual Travel
Expenses Notification will be sent to the traveler indicating the reimbursement amount
approved by Accounts Pavable.

The method in which the traveler will receive reimbursement is through the employee’s
LAUSD pay check. The settlement entry date by Accounts Payable and where it falls on
the emplovee’s Classified, Certificated or Semi-Monthly Payroll calendar will determine
when the emplovee receives payment.

Schools must maintain copies of the approved Form 10.12.1, Travel Expense Claim
Form. receipts and supporting documentation for their records, and have them available
for audit requirements

Step 8. Reconciliation for conference fees on the P-Card and Shopping Cart must be to
General Ledger account 520002,

Step 1. Each traveler must complete a separate Form 10.12.1 in order to travel to a
Conference or, Convention. All expenses including prepaid expenses (i.e. expenses paid
via Shopping Cart, Imprest Fund. P-Card, or Travel Credit Card) must be listed on the
Form 10.12.1 and subsequently entered into the TMM in SAP. All prepaid expenses
must be captured for reporting purposes and will not be part of the actual reimbursement
to the traveler.
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Step 2. Attach documentation (registration brochure/flyer, lodging/hotel rate quotes,
airfare. etc.) supporting the conference or convention. Enter dates, times, fees. location,
and other pertinent information on the Form 10.12.1.

Step 3. The Administrative staff (assigned with the new Site Travel Specialist role) will
enter all the information, scan. and attach all the documents in TMM. The request will be
routed via SAP electronic workflow for approval.

Step 4. Upon successful approval of estimated fravel expenses in SAP, a confirmation
email with an Approved Travel Request Notification (ATEIN) Form, including trip
number, will be sent to the traveler. The ATEN must be provided to the P-Card holder
for conference fee payment. Conference fees may also be paid via Imprest or Shopping
Cart when the ATEIN and trip number is provided.

Step 5. Travel expenses (i.e. lodging and transportation) can be booked and charged to
the Travel Credit Card. The cardholder must have an approved ATEN and assigned trip
number from the traveler prior to booking travel.

If the Office does not have a Travel Credit Card, the travelers may book their trip and
pay out of pocket to be retmbursed after travel event.

step 6. Upon return from the travel and/or conference. the traveler must complete and
sign the Travel Expense Claim form, (last page of the Form 10.12.1) to obtain
reimbursement for allowable expenditures. Each attendee must complete a separate
Travel Expense Claim Form and affach original receipi(s), page (s) of the conference
brochure that show the date, place. time, and fees (do not include other pages of the
brochure). cancelled checks, ATEN. and other documentation for itemized travel
expenses and submit it to the Site Travel Specialist for final entry into TMM. The 5ite
Travel Specialist will scan and attach the supporting documentation in TMM. (Refer to
Section E for list of reimbursable expenses.)

Step 7. After completing entry of actual travel expenses in TMM and attaching support
documents, a budget check will take place and will be routed via electronic workflow fo
the appropriate approver. The approved actual expenses will then workflow to Accounts
Payable for review. Upon review, Accounts Pavable will approve the actual expenses
and enter a settflement date in the TMM. At such time. a confirmation email with an
Approved Actual Travel Expenses Nofification will be sent to the traveler indicating the
reimbursement amount approved by Accounts Payable.

The method in which the traveler will receive reimbursement is through the emplovee’s

LATISD pay check. The settlement entry date by Accounts Payable and where it falls on
the employee’s Classified, Certificated or Semi-Monthly Payroll calendar will determine
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when the employee receives payment. For example, Accounts Payable enters a
settlement date of November 15th. The emplovee follows the Classified payroll
calendar, therefore the payroll cut-off date 15 November 19th. The employee will
receive payment on their November 29th check because the settlement date was entered
prior to the payroll cut-off date of November 19th. However. if Accounts Payable had
entered a settlement date on November 22nd which is after the November 19th payvroll
cut-off date, the employee would receive pavment in the following month on their
December 31st pay check. In general emplovees are paid on the following days.

Classified: Paid on the 30th or 315t of the month
Certificated: Paid on the 5th of the month
Semi-Monthly:  Paid on the 8th and 231d of the month

Payroll calendars can be found on the Payroll Administration website at
http://pavroll lansd net.

Step 8. Reconciliation for conference fees on the P-Card and Shopping Cart must be to
General Ledger account 520002,

D. SUBSTITUTE REIMBURSEMENT

The following information applies only if an outside orgamization (e.g.. Cal State,
UCLA) sends documentation requesting the services of District personnel and is
providing reimbursement for substitutes:

1. Employees are required to use Form 10.12.1.

2. Send the completed Form 10.12.1 to the appropriate ESC Office. DACE. or ECED
along with documentation indicating that an outside agency will provide
reimbursement for the substitute.

3. The ESC Office, DACE, or ECED will provide the school with the fund and
functional area to time-report a substitute along with the approved Form 10.12.1.

4. The ESC Office, DACE or ECED will send copies of appropriate documentation for

billing purposes to General Accounting Branch. Accounts Receivable, Beaudry
Building. 26™ floor.

BUL-3525.2 Page 8 of 18 July 1. 2014
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REIMBURSABLE EXPENDITURES GUIDELINES AND EEQUIRED DOCUMENTS
(see Appendix B- Travel Reimbursement Process For Schools and Appendix - Travel
Reimbursement Process For Offices)

1.

BUL-55252

Airfare: Airfare associated with the business travel is reimbursable if the traveler
booked it on their personal Credit/Debit (CC/DC) card. A copy of the itinerary with
the charges reflecting the last 4 digits of Credit/Debit card number and/or copies of
the flight tickets with the supporting CC/bank statement of charges are acceptable
forms of receipt for reimbursement.

. Baggage Fees: Baggage fees associated with the business travel are reimbursable, so

long as the baggage tickets or CC/bank statement reflecting the charges are submitted
with the Travel Claim Form.

. Conference Fees: Conference fees paid by the Traveler are reimbursable with the

supporting documentation (i.e., paid receipt from the venue, a copy of the CC
statement, or cancelled check reflecting the charges).

. Conference Fooms (for Recruiters): Conference rooms/booths for teacher

recruitments are reimbursable if the room/booth was charged on a personal
Credit/Debit card for teacher recruitments. A CC/DC statement or receipt reflecting
the charges inclusive of the last 4 digits of CC/DC are acceptable forms of receipts for
reimbursement.

. Per Diem: NO RECEIPTS REQUIRED. Per Diem is allowed if the travel is outside

of 45 miles from the work/home location. The Per Diem amount includes Meals and
Incidental expenses. Attendees departing before noon will be reimbursed a maximum
of $49.00 per travel day and departing after noon will be reimbursed a maximum of
$24 .50 for the travel day. If a meal is included as part of the conference fee, a half-
day per diem of $24.50 will be allowed. Attendees returning before noon will be
reimbursed a maximum of $24 50 and returning after noon will be reimbursed a
maximum of $49.00. The attendee will pay all expenses exceeding the per diem rate.

. Gasoline: Gasoline expenses are reimbursable if a rental car was used for the travel

only if pre-approved by Administrator.

. Hotel: Hotel expenses paid with personal credit or debit cards are reimbursable with a

copy of the hotel folio/statement showing the last 4 digits of the CC/DC or a bank
statement. It is advisable to secure a copv of the folio/statement during check out.
Perzonal extended stays not relevant to the conference/travel should be removed from
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the reimbursable total. Personal extended stays should NEVER be paid with a District
Travel Card.

8. Parking: Parking expenses paid with personal funds incurred on business travel are
reimbursable with supporting receipts (1.e., hotel parking. airport parking, etc.)

0. Postage/Shipping: Postage/shipping expenses are reimbursable on a case by case basis
and must relate to the business trip’s agenda. Postage/Shipping for personal items is
not reimbursable.

10. Car Fental: With pre-approval from the Administrator, expenses related to a car rental
for a Conference/Travel are reimbursable with supporting receipts. Eeceipts received
upon rental returns or CC/Bank statements are acceptable. District-prepaid car rentals
are nof reimbursable when booked by Tzell Travel Group Northwest (refer to Section
H).

11. Taxi/Shuttle: Conference related Taxi/Shuttle expenses paid with personal funds are
reimbursable with Taxi or Shuttle company receipts. Tips associated with the bill are
not reimbursable.

12, Telephone Fax/Tnternet: Telephone, Fax, or Internet charges are reimbursable for
District recruiters only.

13. Miscellaneous: Miscellaneous expenses are reimbursable if they are business related
and deemed appropriate and are approved by Admimstrator.

14 Mileage: Personal wehicles used for business travel will be reimbursed for mileage
only with the print out of the round trip mileage calculated from school or work
location using Google Maps, Yahoo or MapQuest. The rate is based on the Internal
Revenue Service established standard business rate for all miles driven.

Retroactive Travel, Conference or Convention Claims are against District Policy and
will only be processed as exceptions and may delay processing of your reimbursement
request. All retroactive requests must be accompanied by a signed written justification
from the school or office administrator. Therefore, plan conference travel well in
advance.

Approved reimbursable expendifures claimed on the Travel Expense Claim form shall
not be requested for reimbursement through the Imprest Fund, the Request for Payment
of Miscellaneous Bills, or any other process. All travel expenses are to be reconciled to
General Ledger account 520002, Due to privacy issues, staff is advised to conceal their
credit card number by redacting CC/DC mumbers except the last four digits.
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F. FULL SERVICE TRAVEL AGENCY

If utilizing a full service travel agency, Travelers should contact

the travel agency at least thirty (307 days prior to travel to ensure the most economical
airfare. Tzell Travel Group Northwest is a full service travel agency currently contracted
with the District and may be utilized for assistance in booking prepaid: airfare, lodging
and rental car arrangements Tzell Travel Group Northwest can be reached at (877) 644-
0333 or online at www.izellnw com. Expenses, and the accompanying booking fees, are
not reimbursable if purchased with the District Travel Credit Card.

G. NON-REIMBUESABLE PEEPAID EXPENDITURE GUIDELINES

Payment for conference registration fees and/or the booking of travel (airfare, lodging,
car rental) shall occur only “after” receipt of an emailed Approved Travel Request
Notification (ATEN) Form. The fraveler may payv for conference registration fees and
fravel related expenses (transportation, lodging, etc.) ufilizing District issued credit card,
bv processing a SAP Shopping Cart, or the Imprest Fund (excluding airfare), whichever
1s applicable.

Mote: The Imprest fund may be vsed for ground fransportation only, no airfare.

Conference Fegistration Fees

After an ATEN is received for each traveler. conference registration fees may be paid
with P-Card, Imprest, and SAP Shopping Cart (PO) or self-paid using personal fiunds.
When procuring conference registration fees utilizing one of the aforementioned
payment methods vou must indicate P-Card, Imprest, or PO respectively on the Form
10.12.1 and enter the estimate(s) into the ThM.

¢ The Shopping Cart should be created vsing product ID 9246023100, Assistance with
the Shopping Cart is available by contacting the Procurement Customer Service at
(562) 654-9009. The Approved Travel Fequest Notification (ATEN) must be
attached fo the Shopping Cart.

Travel Expenses

After an ATEN is obtained, the Travel Credit Card may be used to pay for travel
expenses (1.e., airfare, lodging, car rental). The cardholder may contact the full service
travel agency Tzell Travel Group MNorthwest, travel providers such as Orbitz, Expedia,
Travelocity, or other fravel agencies to procure travel. It is the Travel Credit Card
holder’s responsibility to select the most economucal rates (e.g. GSA rates, government
rates, etc.). To check G5A Rates for travel expenses, you may access their website at

W Z53. Z0V.
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1. Airfare reservations mav be made through Tzell Travel Group Northwest, other travel
agencies, travel providers, or airline websites. However, it is the traveler's
responsibility to select the most competitive rate. All travel should be coach only.
Also, be aware that you are responsible for prowviding accurate information to obtain
airfare, therefore ensure you have the traveler’s legal name as it appears on their legal
identification that they will use to travel since the name of the airline ficket and legal
identification must match.

The traveler is responsible for disputing incorrect flight charges, and tracking

credits. In most cases, travel agencies will hold reservations for 24 hours

“without ticketing” or provide a price quote based on current demand and availability
of flights. Since rates are subject to change, it is important to promptly enter the
estimated travel expense into SAP and to immediately contact the travel provider for
booking. Travel Credit Card holders may proceed with booking only after receipt of
the ATEN. If the traveler is unable to secure airfare travel utilizing a Travel Credit
Card, the traveler will need to pay out of pocket for airfare expenses and follow the
reimbursable process guidelines.

2. Lodging reservations may be made through Tzell Travel Group Northwest, other
fravel agencies, travel providers or hotel websites. The traveler must be prepared to
provide a personal credit card at check-in for lodging or incidentals. Moreover, in
some instances the fraveler may have to pay out of pocket although the reservation
was made with the Travel Credit Card. The cardholder for the Travel Credit Card
will need fo negotiate with the hotel to ensure pre-payment. if allowed by the hotel.
Otherwise, the traveler, if not the Travel Credit Card holder, will need to pay out of
pocket for lodging expenses and follow the reimbursable process guidelines. Lodging
expenses may also be prepaid via the SAP Shopping Cart when accepted by the
vendor (hotel).

3. Car Rental reservations may be made through Tzell Travel Group Northwest, other
travel agencies, travel providers or car rental websites. If vou are a Travel Credit
Card holder you may select from various car rental providers and may book through
any car rental agency (1.e., Enterprise, Avis, Hertz, Budget, etc.). Howewver, it is the
cardholder’s responsibility to select the most competitive rate. Eental cars must be
exclusively operated by the LAUSD emplovee approved to travel.

Travel Credit Card holder s will be required to present in person to the Car

Rental Agency their physical Travel Credit Card along with proper photo
identification which bears the cardholder’s legal name, which must match the name
on the Travel Credit Card. If the traveler is not the Travel Credit Card holder. the

fraveler may wtilize District Paid Transportation (reference Section H) or will need to
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pav out of pocket for car rental expenses and follow the reimbursable process
guidelines.

4. When procuring fravel with the Travel Credit Card, indicate T-Card on the Form
10.12.1 and enter the estimate(s) into the TMM. Once travel has been approved, the
Expense Type will appear as a District Paid Amount on the ATRN. The Travel
Credit Card holder may proceed in booking travel expenses (1.e., airfare, lodging, car
rental) after receipt of the ATEIN. All expenses paid with a District issued credit card
(P-Card or Travel Credit Card), Shopping Cart. or Imprest fund are not reimbursable
to the traveler. These District prepaid expenses must be listed on the Travel Expense
Claim form in the prepaid column.

H. DISTRICT PAID TRANSPORTATION EXPENDITURE GUIDELINES

District emplovees may book Enterprise car rental services through Tzell Travel Group
Morthwest and utilize the District’s Corporate Bill Account. District emplovees seeking
to use such services must contact Tzell Travel Group Northwest for a price estimate,
indicate Disfrict paid on the Form 10.12 1, indicate the Rental Company in the
Comments section and enter the Prepaid estimate into the TMM. Oance travel has been
approved, the Expense tvpe will appear as a District Paid Amount on the ATEN. The
District emplovee must submit the ATEN to Tzell Travel Group Northwest in order to
proceed in booking car rental services with Enterprise. District paid transportation fees
are not reitmbursable to the traveler and expenses must be listed on the Travel Expense
Claim form in the prepaid column.

CONTACT
INFORMATION:

For assistance or further information please contact:

1. Yourlocal ESC
2. Procurement Travel Desk Hotline (362) 654-2058 or email
procurement traveldesk@lausd.net
3. Tzell Travel Group Northwest at (877) 644-0333, fax (866) 907-7990 or online at:
www.tzellnw.com
4. District’s Credit Card Program Representatives:
ESC North and West (362) 654-9062
ESC South and ISIC (562) 654-9428
Central Offices, ESC East, Adult Schools (362) 634-9061
3. Accounts Payable Customer Service at (213) 241-4800
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Appendix A Travel Request Workflow for Schools.

Schools — Travel Request Workflow

p s ) o ) o
Travel School Travel Help Desk Site Adminof Senior Deputy Traveler & Site Admin
Request Funding Source Superintendent of Funding Source
In State for .y Receive notificationof
any dellar 3 approval or rejection
amount via email
= Complete Travel = Enter travel Approval needed if
Request {Farm FEGuesT. funded by central
10.12.1). = The request i office. &)
= Submit form and auto approved if
suppCing docs funded by schoal,
with Principal and However if funded )
ESC QA approval by Central Office -
1 PROCUFemsEnt the form |s reuted h
Travel Helpdesk. to head of
organization for
that cost centar
for approval,
f;‘u’t of State g 3 -y e
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Appendix B. Travel Reimbursement Process for Schools.

Schools — Travel Expense Process

m PROCESS APPROVE PAY & NOTIFY

Trawvel Schoal Accounts Payable Site Admin of Funding Traveler
Expenses Source
9 3 3 Y
Completes Travel Expense | Enter kravel expenses and Applicable only if a different | Receive notification that
Claim (Form 10.12.1) with | werify against receipts. cast center has been travel expenses were
ESC Ol approval. identified from the Initial processed. Recsive
SAP Payrall Run Estimated Request. reimbursement in paycheck
Submits actual travel + Reimbursable travel in regular payrell cycle.
expenses to Accounts expenses will pay in
Payable. regular payroll cycle If -~
submitted prior to cut-
aff, atherwise it will pay “
in next regular cycle.
Receive notification via
email.
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Appendix C. Travel Request Workflow for Offices.

Central Offices — Travel Request Workflow

= e y o
Travel Site Travel Site Adminof | Site Adminof Divisicn Senior Deputy Traveler &
Request Spacialist Traveler Funding Administrator | Superintendsnt Siva Trawsl Spacialist
Source®
In State Receive notification of
(< $2000) r | approvalor rejection
h wia email,
In State &)
Dut of State - I !
* This Approval Stepis required if the traveleris using funding from another cost center or it Title | funding is used requiring
approval from Categorical Program Office prior te submitting to Division Executive Administrator,
** The Division’s Executive Administrator will be notified for out-of-state travel requiring Senicr De puty Superintendent approval.
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Appendix D. Travel Eeimbursement Process for Offices.

Central Offices — Travel Expense Process

= oo

Travel Site Travel Site Admin of Site Admin of Accounts Payable Traveler &
Expenses Specialist Traveler Funding Source Site Travel Specialist
8 | 8 | & 8 ¥
Enter actual Applicable only if a Process expense claims | Recelve notification that
axpenses with different costcenter travel expenses were
supporting has been identified proCassed.
documents from the Initial SAP Payroll Run Recaive reimbursement
attached. Estimated Request, * Reimbursable travel in paycheck in regular
expenses will pay in payrodl cycle.
regular payrall oycle
if submitted pricr to
cut-off, othenaise it
will pay m next
regular cycle. Receive notification via
email that employee’s
SXPENEes Wele
processed,
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TITLE:

NUMBER:

ISSUER:

DATE:

PURPOSE:

MAJOR
CHANGES:

GUIDELINES:

BUL-6307.3

Certification of Absence Forms ROUTING

All Offices and Schools
BUL-6307.3 Administrators
Principals

Alma Pefia-Sanchez. Chief of Staff, Time Reporters

Office of the Supenntendent Risk Management

V. Lws Buendia, Controller,
Accounting & Disbursements Division

July 1, 2016

The purpose of this bulletin 1s to advise admimistrators and time-reporters of the
updated Certification of Absence Forms. The District has updated Form No. 60.ILL,
Certification/Request of Absence for lllness, Family llness, New Child, in order to
include certification of FMLA supporting documents.

The updated forms replace Certification/Request of Absence for Illness, Family
Miness, New Child (Form No. 60.ILL; 7/8/2015) and Certification/Request of
Absence for Non-Illness (Form No. 60 NON-ILL: 7/8/2015). Form No. 60.ILL has
been revised to include statements indicating receipt of FMLA supporting
documents, FMLA supporting documents are on file and the usage of time code
SBTM for eligible Substitute/ Temporary employees.

The following guidelines are provided for the use of the new forms:

A. Certification/Request of Absence for Illness, Family Illness, New Chld
(See Attachment A)

This form consists of five sections: Employee Information, Reason for Absence,
FMLA/CFRA Information, Important LAUSD Information, and
Administrator/Supervisor’s Acknowledgment/Approval

1. Employee Information section requires the following employee data:

a) Name

b) Employee number

c) Work location

d) Job title

e) Substitute/temporary status
f) Employee’s telephone number

Accounting and Disbursements Division Page 1 of 8 July 1, 2016
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2. Reason for Absence section requires the emplovee to provide absence data
as follows:

a) The starting date and last date of absence or expected last date of
absence.

b) Total time or expected total time of absence (days or hours).

c) The selection of the type of absence (Time reporters may refer to the
FMLA Supervisors’ Reference Guide or Payroll Concepts Manual for
the appropriate time/pay codes).

Note: All types of absence selections must be made according to the applicable
Board Rules, Personnel Commission Rules, Collective Bargaining
Agreements and District Policies governing the employee.

The types of absence are:

1. Emplovee’s personal illness/injury/disability/Medical
Appointment/Accident

1. Emplovee’s occupational illness/injury or act of violence.

1i. Emplovee’s pregnancy-related illness/disability.

w. IlnessAnjury/disability/accident of emplovee’s family member — the
employee may request to use up to six (6) days per their collective
bargaining agreement or up to seven (7) days per their collective
bargaining agreement of personal necessity per fiscal vear, or the
emplovee may request to use up to six (6) days of kin care per calendar
vear. However kin care is restricted for the use of illness for a parent,
child, registered domestic partner or spouse, per Labor Code Section
233 (kin care).

v.  Employee’s time-off for new-bom/newly adopted/new foster care.

3. FMLA/CFRA Information Section addresses the requirements for a
“serious health condition™ absence.

4 Important LAUSD Information Section addresses the requirement for a
Certification of Health Care Provider. The certification 1s required when
requested by the Administrator/Supervisor under FMLA_ District rules or if
absence 15 over five consecutive working days. The emplovee must also
indicate if the requests are for an unpaid leave of absence. The section also
includes a statement to use SBTM time code for eligible
Substitute/ Temporary employees.

5. The Administrator/Supervisor Section addresses the following:

a) Confirmation that FMLA supporting documentation has been
recerved and 1s on file.
BUL-6307.3
Accounting and Disbursements Division Page 2 of 8 July 1, 2016

217 |Page



Payroll Concepts Manual

LOSANGELES UNIFIED SCHOOL DISTRICT
POLICY BULLETIXN

b) Approval/disapproval of the recerved FMLA request.

c) Admimistrator/supervisor’s acknowledgment/approval which
requires the name and signature of supervisor.

d) Approval/disapproval of the absence.

B. Certification and/or Request of Absence for Non-
Tlness (See Attachment B)

This form consists of three sections: Employee Information, Eeason for
Absence, For Administrator/Supervisor, and Admimistrator/Supervisor’s
Acknowledgement/Approval.

1. Emplovee Information section requires employee data as follows:

a) Name

b) Emplovee number

¢) Work location

d) Job title

e) Emplovee’s telephone number

2. Reason for Absence section requires employee to provide absence data
as follows:

a) The starting date and last date of absence or expected last date of
absence.

b) The total time or expected total time of absence (days or hours).

¢) The selection of the type of absence. Time reporters may refer to
the Payroll Concepts Manual for the appropriate time/pay codes.

Note: All types of absence selections must be made according to the
applicable Board Rules, Personnel Commission Rules, Collective
Bargamning Agreements and District Policies governing the employee.

The types of absence are:

1. Accident or imminent danger to employee’s property
1. Accident to employee’s family members’ property
1. Automobile failure if required for work performance (for emplovees
in bargaiming umits A, B. C.D & §)
1v. Registration or final exam in higher education (for employees
in bargamming umits A, C & S)
v. Religious holiday of emplovee’s faith
vi. Bereavement
vii. Conference approved by the District

BUL-6307.3
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vii. Jury duty or appearance in court under order — is an acknowledgment,
but employee must provide the appropriate notification and
documentation.

1x. Vacation — For eligible regular classified and certificated “A"
basis emplovees. This reguest is subject to approval enly. The
certification statement does not apply and no additional
explanation is required.

x. Other absences — not specifically indicated above but provided
the collective bargamning agreement and PC Rules.

3. The Administrator/Supervisor Section addresses the following:

e) Confirmation that FMLA supporting documentation has been
received and 1s on file.

f) Approval/disapproval of the received FMLA request.

g) Admimstrator/supervisor’s acknowledgment/approval which
requires the name and signature of supervisor.

h) Approval/disapproval of the absence.

C. Emplovee’s Signature (Authonization)

Employees agree and authonze that if they do not have sufficient benefit time
to cover their absences, any uneamed wages they recerve for hours they did
not work will be collected from their next paycheck.

The form must be signed and dated by employees under penalty of peqjury.
D. Time Reporter and Time Approver Responsibility

A tume card 1s the District’s official document of an employee’s
artendance/absence for time reporting purposes. The use of the time card is
mandated in the Board Fules and 1s subject to the District designated auditors.

Records substantiating the time reported to the Payroll Administration for
salary payment must be kept on file and retained at the location for a period of
five years in accordance with the Board of Education report.

Completed and approved absence certification forms are required prior to the
reporting of absence time.

Effective 7/1/16, the time reporter shall distnibute and accept only the
following certification forms from the employee. Therefore, the time reporter
shall destroy all Certification forms dated 07/8/2015.

BUL-6307.3
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RELATED
RESOURCES:

BUL-5307.3

Certification/Request of Absence for Illness, Fanuly Illness, New Chald
Form No. 60 ILL; Revised 7/1/2016

Certification and/or Request of Absence for Non-Tlness
Form No. 60 NON-ILL; Revised 7/1/2016

Utilization of the revised certification forms will be closely monitored for
compliance. Failure to use the revised certification forms above 15 1 violation
of proper time reporting procedures and will be addressed with those time
reporters and time approvers that are non-compliant.

E. Copy of the forms may be downloaded via Inside LAUSD by following these
steps:

Log-on to Inside LAUSD at hitp:/notebook lausd net.

Click on E-Library and sub-menu “Templates and Forms™.

Type 60.ILL or 60 NON-ILL in the Search field box.

Click on GO.

Click on desired form title “Certification/Fequest of Absence for Illness,

MR e

Famuly Hlness, New Child™ or “Certification and/or Request of Absence for

Non-Ilness.
6. Click on Document (Employees may fill out the document on-line prior to

printing and signing the document).
7. Click on print icon.

F. These new forms replace form numbers: 60 ILL; Revised 7/8/2015
Certification/Request of Absence for Illness, Family Hlness, New Child and
60 NON-ILL: Revised 7/8/2015 Certification/Request of Absence for Non-
Tlness.

These new forms must be maintained on file with the sign-in and sign-out
documents for anditing purposes.

Office of the General Counsel, Policy Bulletin No. BUL-6529 1. Legally-Mandated

Paid Sick Leave for Eligible Employees

Accounting and Disbursements Division, Reference Guide No. REF-6528.1,
Reporting Paid Sick Leave for Substitute/Temp Eligible Employees

Division of Fisk Management & Insurance Services, Reference Guide No.
REF-6022.0, “Family and Medical Leave Act/California Family Rights Act —
Supervisors' FMLA/CFRA Reference Guide

Accounting and Disbursements Division Page 5of § July 1, 2016
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LOSANGELES UNIFIED SCHOOLDISTRICT
POLICY BEULLETIN

Payroll Concepts Manual dated July 1, 2016

Artachment A — Certification and/or Request of Absence for Illness, Family Illness,
New Cluld

Attachment B — Certification and/or Request of Absence for Non-Tllness

ASSISTANCE: For time reporting assistance, contact Payroll Customer Services at
(213) 241-2570.

Questions regarding protected absences can be directed to the District’s FMLA
Leaves Section at (213) 241-3954, or (213) 241-2820.

BUL-6307.3
Accounting and Disbursements Division Page 6 of 8 July 1. 2016
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LOSANGELES UNIFIED SCHOOLDISTRICT
POLICY BULLETIN

ATTACHMENT A

Los Angeles Unified School District

EMPLOYEE INFORMATION (Please Print)

Last Name First Name ML Employee No,
Work Locanon Name Job Title Substitute Te [lqhm = Telephone
OYes No
REASON FOR ABSENCE
1 Sortmgdseofabeence 7 |/ . Tast date of abosmce (expectsd) Jiao bt
Mo, Day Y Me. Dwy Yn
2 Total tue (expected) of sbsence.  ___ days; lowrs,
."iOTl',:dTHs form does mot supersede or replace the Leave of Absence Request Form (PC Focm 2006 or HR Form 1065), when
u
3 &; type of Imw.

o( absenco cmy qualiy for protecton wider ©e Fauuly and Medioad Leave Act (“FMLA™) aador the
(.llm;nnF y Rights Act ('CFRA™). You nury request protecton if the aboence is covered wader the qualifying conditions.
LAUSDmalso onmownd!aglmmahmufluwuwmlfm* meets legal req

[JA) My Persoml BlnessIyueyDhsabehity/Medical Appomiment/Acadent. ... [See #6 & B below |
[1 B} My Ocoupaticnal [lineasinyury or Act of Viclence o [See #6 below.)
[ €) My Pregancyselated [iessTisabalsty [Sew 46 belon |
LDy mnm'ln VDlmbu]m s\m&u My Family Member (relats T h) (S«N)belvw-l
. Kin-Care requested
mf) Tmﬂ‘t‘a méon‘mub ¢ adapted/ Rew foater care Provide vesification
_NOTE: Absences “A" thransh “ ueh " may qualify as Tness leave; “D", and “F” as Personal Necessiry; “I” may also he Kin-Care.
FMLA/CFRA INFORMATION
4. Is the absence due 10 3 “senous health coxdibon” (see seporate FMLA form for Defimbions). . OYes [ No
Note. To confirm sericns health condition, you are yequured o return “FMLA Cauﬁcmoﬂkd!hhmﬂnum 15 calendar days
5 Do you request FMEACFRA protections? (See Distict webisite or your supenasoc foe FMLA facts) ["] Yes [] No

IMPORTANT LAUSD INFORMATION
‘Physician Statement’ is required if absence is over £ cansecutive days or if required by Adminisrrator nnder LAUSD Rules. ‘FALA
Certification of Health Care Provider” is required if PMLA/CTRA protecrions are bring requested.

0. hm%gummﬂmaﬁmmm:mﬂ [Ye [ Ne [Z] Not Required (wew child)
wer ls “No", the correct medical certification wust be submitted separately and prompdy.

7. Is the request baing wade for wpad leave'sbsence? CIYes [ Ne

ihle SubstineaT employee 3 part of the Healrhy Workplaces Healthy Familiss Act, nse SBTM time code

mmmzrt—"—

I cetafy I was'will not be esployed elsewhere chuung ury regubar woek bowss witlin the tune period clated ou thus certification, waless taking
vacaon. I certify my aboence chunng thus penod was not and 1s ot for participating i a stke/'woik emmolm_vmnh.ngzas
to cross pucket lines and [ would have beeo avalable for duty 1£ 1t had mot been for the resson cited sbove. Furthennoce, [ cectufy nyy absence
Mngmyhunofmgudnﬂynbecmoﬁhabmleudmmnamdmwnhmy wpplcable BoudPC nue or Callective
Bupaining Agreeawot 1 aloo agree mnd suthorize thut once the correct beneflt wsge chargad above (s processed, mny unessn od wiges puid as
umul!w be collected from the pext prycheck 1 deckoe under the penalty of pejury that the foregoung i i and cocect

Ewmployee’s Signature: Date:

For Adudubserator/Supervison:  Ls the FMLA supportng d Lou flle” [ Yes ] Ne
Ta the PMLA approved? [] Yes [0 No

Explanation

e sepavare paper, If nesdod)
Administrator/Sapervisor’s Acimowledgment’Approval:

Pramt Nane Date

FoemNo. 601ILL. Revased /172016

BUL-6307.3
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ATTACHMENTB
Los Algeles Unified School District
EMPLOYEE INFORMATION (Please Pring)
o First Name IMJ. ] Emploves No.
Work Location Name Job Titke Emmployee's Telephone
()
_REASON FOR ABSENCE
1 Stutmpdatecfabsesce /| / Last date of sbsence (expected)  / /

Day \'L Mo, Day Yr
2 Tﬁlh(ﬁo
hmmmmmndwhudn“lnm-m[nm-h
L} m‘ qum
T of sbsence do NOT qualsfy for the Faunly snd Medical Leave Act (‘FMLA") andior the Califorsa Famaly Rights

") e, if the reason mewts legal requerenoesss, you may request such FMLA/CFRA protection. LAUSD muy also, on
DMWumnmﬁuﬂwwuuhﬂmn:uuu -~

A)  Accident of [messent Danger %o My Propesty (see nde’), .,
B) Acadent o Fandly Metber's Propesty (see nude’). .

O Mhh-(thmwc-ﬂhnd(unm
m Wul‘ﬂh-mt&m(u’m
E) Religous Holidey of My Fasth.
3]
G
H

Conference Approved by Dussict ; . Provide venfication, Explain

Sy Duty. or Appesrance in Coust under Order. . . e Provade documentation See the Coust

oo wamwm&mkhﬂ v Subject to Approval

O 3 Other Absences (identify ) Explan
NOTE: Absences “A” through “E" may qualify as Personal Necessity.

Addtional Explanation, f needed

Hﬁf
20 2

1 cerufy T was'will not be elsewhere during oy regular work hours within the tune perod clumed oo s certification, unless talong

vacanon. 1 certify ooy absence h,udwudnuhm-amgmabmdqm
10 cross packet knes and | would have been svailable for duty if it had not been for the reason cited shove  Furthermore | certfy
mqwd?ﬂm-maumwm-mmqum zohww
Agreement dmumhmuwMMuMwwmﬂ-l
ﬂﬂhdﬂdhhmm 1 declare under the pesalty of perjury that the fosegomg 15 true and comect.

Emplovee’s Signarure Date

For AdmiisUrator Superyior: 15 e FMLA RIPPOrSng Gocuueataton 1606 vwa oo e OYe Ne
Is the PMLA spprowed? [ Yes [0 Ne
Explanation

mt‘rlZL—‘t—"—-

Use separai poper, 1 neaded)
Administrator Supervisor's Ackmowledgment/Approval:

Print Noeme Sapunee Date
For Adminkstrator Superviior. Do you approve the requested sbietice? Y O N O
Explanation (If No)

'Ruleto #3 A o B Acadent uhmmwcmwm«oﬁsmhdyamad
la:hwlc the bar paissng e %mm:mm' claumed  Ixoanent
md Wt agreement o ay rule o

ﬁ pmhhdv md-mﬂh“nﬂumhaw

0 mn"uq#lﬂ Tule
" Rude to #3 D Upon ot beast two days’ sotice to they wanedate supervascr, o classfied sugloyee shall be peamtied 1o take sy examsation
aad to particspate m other Dhsmct enployuaent working hoars withous loss of pay or other penalty 1f less than oo dayy’
wmam loss of pay mnwnu s mueediate supervisor. (PC Rule 784,

‘Ruleso #iF mmmuum-qu-muym-qwuuso ¢ defization for bereavement,

erthe Basly or sposse’s hﬂl such a8 parent, pandpaeest, grandchid beother, sirter, step/foster clubd or other relative living @
qiq“: W “hwkmdhhpqwanywh:‘xubﬂm
MI“

Foem No. 60 NON-ILL: Revised 07012016
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Appendix S: Reporting Paid Sick Leave for Substitute/Temp Eligible
Employees (REF-6528.1)

B' LOS ANGELES UNIFIED SCHOOL DISTRICT
REFERENCE GUIDE

TITLE:

NUMEER:

ISSUERS:

DATE:

PURPOSE:

MAJOR
CHANGES:

BACKGROUND:

REF-6528.1

Reporting Paid Sick Leave for Substitute/ Temp ROUTING

Eligible Employees All Schools and Offices
Administrators

REF-6528.1 School Administrative
Assistants

V. Luis Buendia, Controller Time Keepers

Accounting and Disbursements Division Time Approvers

Justo H. Avila, Chief Human Resources Officer
Human Resources Division

Earla Gounld, Personnel Director
Personnel Commussion

Alvaro Cortés, Executive Director
Bevond the Bell Branch

Angust 31, 2013

The pwpose of this Beference Guide is to provide District employees with
wformation about the procedures for notification. reporiing and approval of Califormia
mandatery paid sick leave for eligible emplovess who cerently do not recerve sick
days.

This reference guide replaces REF-6528.0, Reporting Paid Sick Leave for

Substitute Temyp Eligible Employees, dated June 30, 2015, This revised reference
goide reflects change necessitated by the July 13, 2015, amendment to the Healthy
Workplaces, Healthy Fanulies Act of 2014. The amendment excludes a retired
anmutant of a public agency from the definition of employees eligible for mandatory
paid sick leave. More specifically, the definition of “employes” does not inclode an
employee who is a recipient of a retivement allowanece and employed without
reinstatement in the Public Employees”™ Retirement System (PERS).

The Healthy Worlplaces, Healthy Families Act of 2014 {commencing with Section
245 of the Labor Code). provides mandatory paid sick days for specific eligible
employees who corrently do not have paid sick days. Effective July 1, 2015, eligible
employees are entitled to up to three (3) protected paid sick days or 24 howrs ina 12-
month period, for the diagnosis, care or treatment of a health condition or for
preventative care for an employee or an employee’s family member. The new law
does not provide additional sick days to District employvees who already receive paid
sick days. The Act also provides paid sick days to an emplovee for certain purposes
related to being a victim of domestic viclence, sexual assault or stalking. The Act
defines employes eligibility, prescribes use of mandatory paid sick days, eligible
family members, notice requirements and contains non-retaliation provisions.

Page 1 of 9 Angust 31, 2015

Accounting and Disbursements Division
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rg“ LOS ANGELES UNIFIED SCHOOL DISTRICT
‘"' REFERENCE GUIDE

PROCEDURES:

BEF-6528.1

The legislative intent of the Healthy Wotkplaces, Healthy Families Act is to ensure
workers i California can address their own health needs and the health needs of their
families by requiring emplovers to provide a mininmun level of paid sick days,
mcluding time for family care. The Act is also intended to decrease public and private
health care costs by enabling workers to seek emrly and routine medical care for
themselves and their family members, and to address domestic violence or sexual
assault; to provide econcmuc security to those who take time off from work for
reasons related to domestic violence or sexmal assanlt; and, safeguard the welfare
health safety and prospenity of the people of Califormia.

The provisions of the Act are in addition to and independent of any other rights,

remedies ot procedures available under any other law and do not diminish_ alter or
negate any other legal rights, remedies or procedures available to an aggrieved person

Day to Day K-12 Substitutes

All illness time for Day to Day K-12 substitute teachers will be reported and approved
by staff in the Certificated Substitute Unit. For procedures regarding time reporting of
illness for extended substitutes, please refer to additional information within this
Beference Guide.

A Day to Day E-12 substitute teacher may request to use thewr illness benefit by
declining a call in SubFinder and by completing and submitting the
Certification/Reguest of Absence for lliness, Family Ilness, New Clild form (Form
Mo, 60ILL) to the Certificated Substitute Unit as soon as practicable o ensure timely
payroll  reporting. Form MNo. 60ILL may be obtained online at
hitpe//achieve lansd nethr.  In addition school office personnel will be reguired to
male the forms available to substitute teachers. The conypleted form must be faxed or
emailed to the Certificated Substitute TUmit at (213) 2418410 or
Subillnessreporting@lavsd.net Once an Absence Fegquest Form iz received,
Certificated Substitute Unit staff will verify that the substifote received a call from
SubFinder on the requested date and ensure that time 15 reported.

E-12 substitutes who become i1l after reporting to a school stte and request to leave
before the assignment day ends may request to use hours equivalent to the portion of
the day that remains. Form No. 60.ILL pmst be submitted following the directions
outlined above.

Dav to Day Early Childhood Education Substitutes

All illness time for Day to Day Early Childhood Education substitutes will be reported
and approved by staff in the Early Childhood Eduwcation Certificated Unit  For
procedures regarding time reporting of illness for extended substitutes, please refer to
additional information within this Beference Guide.

Page 2 of 9 Angust 31, 2015

Acconnting and Disbursements Division

225 | Page



'ﬁ- ’F;

L
-

Payroll Concepts Manual
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REFEEENCE GTUIDE

EEF-6528.1

An Early Childhood Education Day to Day substitute teacher may reguest to use their
tllness benefit by declining a call in SmartFindExpress and by conypleting and
submitting the CertificationFequest of Absence for lllness, Family llness. New Child
form (Form No. 60.ILL) to the Early Childhood Education Certificated Substitute
Ulnit as soon as practicable to ensure timely payroll reporting. Form No. 60 ILL may
be obtained online at http:/achieve lavsd net'ece-lr. In addition, school office
personnel will be required to make the forms available to substitute teachers. The
completed form mmst be faxed or emailed to the Early Childhood Education
Certificated Substitute Uit at (213) 241-2479 or
Earlvedsubillnessreporting@lansd net.  Once an Absence Request form is received,
Early Childhood Education Certificated Substitute Unit staff will verify that the
substitute received a call from Smart Find Express on the requested date and ensure

that time i3 reported.

Early Childhood Education substitutes who become ill after reporting to a school stte
and request to leave before the assignment day ends may request to use hours
equivalent to the portion of the day that remains. Form No. 60.ILL nmst be submitted
following the directions outlined above.

Adult Education Substitutes

Adult Education substitute teachers may request to use their illness benefit by
declining a call from the requesting school site and by completing and submitting the
CertificationRequest of Absence for llness, Fanuly Iliness, New Child form (Form
No. 60ILL) to the requesting school site as soon as practicable to emsuwe timely
payroll reporting. Form We. 60IL1. may be obtained online at
hitp://achieve lansd nethr. In addition, scheol office persomnel will be reguired to
make the forms available to substimite teachers. Once an Absence Reguest form is
received, the requesting school site will verify that the substitute recerved a call on
that date and ensure that time is reported and certified. Mandatory paid sick days shall
be reported under the time reporting code Substitute Temporary Absence (SBTM).

Adult Education Substitutes who become ill after reporting to a school site and
request to leave before the assignment day ends may request to uvse howrs
equivalent to the portion of the day that remains. Form No. 60.ILL nmst be submitted
following the directions outlined above.

KE-12. Early Education. and Adult Education Extended Substitutes. Professional
Experts and Feturn Fetiress

Miness time for substitutes in extended assignments. of 21 days or more. professional
experts and refurn retirees mmst be reported by the school or office at which the
employee is assigned. Prior to time entry, time reporters mmst be in receipt of a
CertificationRequest of Absence for llness, Fanuly Iliness, New Child form (Form
No. 60I01) for each svbstitute emploves, professional expert or refurn retiree

Page 3 of 9 August 31, 2015
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REF-6528.1

requesting paid sick leave. Mandatory paid sick days shall be reported under the tiume
reporting code Substitute Temporary Absence (SBTM). Please report the appropriate
hours by the deadline established on the Cut-OMf and Pay Dates for CATS Time

Beporting payroll calendar.
Time records for certificated substitutes in extended assignments. professional

experts and return retirees will be approved by the admunistrator at the assigned
location.

Classified Davy to Dav Substitutes

A substitute or temporary employee may request to use their illness benefit by
completing and subnutting the CertificationPequest of Absence for Illness. Famuly
Diness, New Child form (Form Ne. 60.ILL) to the Classified Employment Services
Branch as soon as practicable to ensure timely payrell reperting. The completed form
may be faxed to the Classified Enmployment Services Branch (213) 241-6808 or may
be scanned and emailed to classifiedpersonnel @lansd net. Form No. 60.ILL may be
obtained online at hitpo/achieve lansd netPaze/1083. In addition, school office
persenmel will be required to make the forms available to substitute and temporary
employees. Once an Absence Beguest form is received, Personnel Comnussion staff
will verify that the substitute received a call from SmartFindExpress on the requested
date and ensure that time is reported. Emplovees may contact the time reporter at
(213) 241-6337 to check the status of their request.

Classzified Long Term Substitutes

Substitutes assigned to a site for more than five (3) days may submit the Certification
of Absence Beguest Form to the time reporter at the site.

Substimites who become ill after reporting to a school site and request to leave before

the assignment day ends may submit a request to the time keeper to use hours
equivalent to the portion of the day that remains. Form Ne. 60 ILL nmst be submitted
following the directions cutlined above.

Time records for substitutes on long term assignments will be approved by the
administrator at the assigned location

Part-Time. Unclassified Emplovees (Includes Bevond the Bell, 1L A's BEST, School-
Bazed Enyployess)

A part-time. unclassified emplovee may request to use thew illness benefit by
completing and submutting the CertificationPequest of Absence for Illness, Fapuly
Niness. New Child form (Form No. 60ILL) to the school or office at which the
employee i3 assigned. Form Wo. 6001 may be obtained online at
hetp://achieve lansd netPage/1083.  In addition, school office persomnel will be
required to make the forms available to part-time, uneclassified emplovess. Once an

Page 4 of 9 Angust 31, 2015
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Absence Regquest form is recerved, the time reporter will review, submit to the
administrator for approval and ensure that time is reported. For procedures regarding
time reporting of illness for part-time, unclassified employees, please refer to
additional information within this Reference Guide.

EMPLOYEES: As an eligible employee, following the instructions outlined below will enable the
time keeper and time approver to perform the fonctions necessary to facilitate imely
conpensation.

1. Follow the procedures as outlined in prior sections for notification purposes
according to your classification; certificated. classified or unclassified.

2. Complete the Certification/Request of Absence for Illness, Family Illness, New
Child form (Form No. 60.ILL).

3. When completing Form No. 60.ILL, mark/select A2 under 24 for the appropriate
tvpe of leave.

4. Form No. 60ILL can be found at hitp:/achieve. lausd.net Page/1083.

5. Submit Form No. 60.ILL to the applicable office or site as outlined in prior
sections according to your classification; certificated, classified or unclassified.

6. Verify or view the statos of hours reported and approved via the Tume Statement
and'or viewing the Online Pay Stub by logging into the TAUSD Employee Self
Service website at hitps:/selfervice lansd nef.

7.  Print the payroll calendar that is most applicable; Certificated (CE). Classified
(CL) or Semu-Monthly (SM).

8. Be mindful of the payroll cut-off deadlines and the date in which forms are
submitted to the applicable office or site. Hours that are reported by the time
keeper and approved by the adoinistrator for each payroll area deadline (CE, CL,
SM) will be paid according to the designated calendar pay dates; no exceptions.

TIME As the time keeper, following the mstructions owtlined below will help eligible
KEEEPERS: employees receive timely compensation.

1. School and office personnel are required to malke Form No. 80 ILL available to
substitute and temporary emplovees.

2. Mnust be mn receipt of a completed and admimistrater aclmowledged Form No.

60 ILL for each employee requesting paid sick leave prior to time entry.

3. Use the four character time enfry absence code “SBTM which is an abbreviation

for Substite/ Temperary Absence.

Verify employee eligibility and available SBTM balance.

Time report the appropriate howrs by the deadline established on the Cut-Off and

Pay Dates for CATS Time Reporting payroll calendar.

6. The allocation of funds used to report the absence time code SBTM has been
established and will automatically defanlt with funding line information for
eligible employess.

7. Maintain the records substantiating the time reported to Payroll Administration
for five vears.

el
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§. Failure to repott the time and have it approved by 6:00 p.m per the payroll
deadline, will delay compensation to emplovees.

TIME As the admimsstrator and time approver. following the mstructions outlmed below will
APPROVEERS: help eligible enplovess receive timely compensation.

1. Authonze by signing the Administraton’Supervisor’s acknowledgement on the
employee submutted Certification/Request of Absence for Illness, Family Tllness,
New Child form (Form No. 60.ILL). A request to use mandatory paid sick leave

cannot be denied.

2. Time approve the appropriate hours by the deadline established on the Cut-Off
and Pay Dates for CATS Time Reporting payroll calendas.
3. Failure to approve the time by 6:00 p.m. per the payroll deadline, will delay

compensation to employees.

FORM When completing the Certification/Request Of Absence For [llness, Family [llness,
NO. 60.ILL: New Chuld form (Form No. 60 ILL), mark select A2 under #4 for the appropriate type

of leave as seen below:

A7) Eligible Substitote/
Temporary
emplovee as part of
the Healthy
Workplaces Healthy
Families Act. My
Family Member
(relation).

REF-6528.1
Accounting and Disbursements Division

Laos Angeles Uned School Disrict
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PAYROLL The 2015-2016 payrell calendars for Certificated (CE). Classified (CL),

CALENDARS: Senu-Monthly (SM) and Cut-Off and Pay Dates for CATS Time
Eeporting as seen below can be found on the Calendar/ Time Cards section
on the Payroll Administration website at http:/achieve. lansd net/payroll.
Payroll calendars are posted to the Payroll Administration website every
fiscal year.
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RELATED BUL-6529 1, Legally-Mandated Paid Sick Leave for Eligible Employees
RESOURCES: BUL-6307.2, New Certification of Absence Forms

ASSISTANCE: For assistance or frther information, please contact the following offices.

Office Telephone
Certificated Substitute Uit (213) 2416117

Certificated Early Childhood Education Unit (213) 241-2404

Adult Education Unat (213) 241-4953

Classified Assipnments (213) 241-6337

Beyond the Bell (213} 633-3535

Payrell Administration (213) 241-66T0
BEEF-65281 Page 9 of O Angust 31, 2015
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Appendix T: Legally-Mandated Paid Sick Leave for Eligible Employees
(BUL-6529.1)

s LOS ANGELES UNIFIED SCHOOL DISTRICT
:wm ! POLICY BULLETIN

.ﬂ:::.'..m:;

TITLE: Legally-Mandated Paid Sick Ieave for Eligible Emplovees

NUMEBEER: BUL-6529.1 ROUTING

All lo

ISSUER: David Holmauist, General Counsel A prmplayees
Office of the General Counsel

DATE: Angust 3, 2013

PURPOSE: The purpose of this Bulletin is to provide District employees with information
and guidance in regard to California mandatory paid sick leave for eligible
employees who currently do not receive sick days.

MAJOR

CHANGES: This bulletin replaces BUL-6320.0, dated June 26, 2015, on the same subject

and izsued by the Office of the General Counsel. This revised bulletin reflects
change necessitated by the July 2015, amendment to the Healthy Werkplaces,
Healthy Families Act of 2014, and includes an updated related resources. The
amendment excludes a retired annuitant of a public agency from the definition
of employees eligible for mandatory paid sick leave.

BACKGROUND: The Healthy Workplaces, Healthy Families Act (“Act™) of 2014 (comnunencing
with Section 245 the Labor Code). provides mandatory paid sick days for
specific eligible emplovees who cumrently de not have paid sick days.
Effective July 1, 2015, eligible employees are enmtitled to up to three (3)
protected paid sick days or 24 hours in a 12-month period, for the diagnosis,
care or treatment of a health condition, or for preventative care for an employee
or an employee’s family member. The new law does not provide additicnal sick
days to District emplovees who already receive paid sick days. The Act also
provides paid sick days to an employes for certain purposes related to being a
victim of domestic violence, sexual assault or stalling The Act defines
employee eligibility. prescribes use of mandatory paid sick days, eligible
family members, notice requirements and contains non-retaliation provisions.

The legislative intent of the Healthy Workplaces, Healthy Families Act is to
ensure workers in California can address their own health needs and the health
needs of their families by requiring emplovers to provide a minimum level of
paid sick days. including time for family care. The Act is also intended to
decrease public and private health care costs by enabling workers to seek early
and routine medical care for themselves and their family members, and to
address domestic viclence or sexual assault; to provide ecomomic security to
those who take time off from work for reasons related to domestic violence or

BUL5529.1
Office of the General Counsel Page 1 of 7 Angust 3, 2015
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sexnal assault; and, safeguard the welfare, health, safetv and prosperity of the
people of California.

The provisions of the Act are in addition to and independent of any other rights,
remedies or procedures available uvnder any other law and do not diminish, alter
or negate any other legal rights, remedies or procedures available to an
aggrieved person.

GUIDELINES: The following guidelines apply:
I.  Definitions
1. “Employee” does not include the following:

I

a)

b)

an emploves coversd by a valid collective bargaining agreement if
the agreement expressly provides for the wages, hours of work, and
wotking conditions of employees, and expressly provides for paid
sick days or a paid leave or paid time off policy that permits the nse
of sick days for those emplovees, final and binding arbitration of
disputes concerning the application of its paid sick days provisions,
premitm wage rates for all overtime hours worked, and regular
houtly rate of pay not less than 30 percent more than the state
OUMmMNm Wage rate.

an employee who is a recipient of a retirement allowance and
emploved withowt reinstatement inte the Public Emplovees’
Retirement System.

“Employer” means any person employing ancther under any appointment or

contract of hire and includes the state, political subdivisions of the state, and
municipalities.

3. “Family member” means any of the following:

BUL-6329.1
Office of the General Counsel

)

b)

Child — biological, adopted, foster child, stepchild, legal ward or a
child to whom the emplovee stands in loco parentis. This definition
of child 15 applicable regardless of age or dependency status:

Parent — biclogical, adoptive, foster paremt. stepparent or legal
gonardian of an employes or the emploves’s spouse or registered
domestic partner or a person who stood in loco parentis when the
employee was a minor child;

Spouse;
Registered domestic partner;
Grandparent;

Page 2 of 7 August 3, 2015
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BUL-6529.1

4.

I

I1T.

I~

f) Grandchild: or,
g) Sibling.

“Health care provider” means:

a) An individual holding either a physician’s or surgeon's cerfificate
izsued, an ostecpathic physician's and surgeon's certificate 1zsued
pursnant to specified sections of the Business and Professions Code, or
an individeal duoly licensed as a physician, swrgecn or osteopathic
physician or surgeon i another state or junisdiction, who directly treats
of supervises the treatment of the serious health condition; or,

b) Any other person determined by the United States Secretary of
Labor to be capable of providing health care services under the
FMLA.

“Paid sick days™ means time that is compensated at the same wage as the

emplovee normally earns during regular work hows and is provided by an
employer to an employee for the purpose of mandatory paid sick days.

Eligibilitv

. District employees who did not previously eam illness time or personal

necessity, including substitutes, professional experts, refurn retirees, paid
interns, paid student workers and temporary workers, whe work for 30 or
more days within a year of the first day worked, are entitled to mandatory
patd sick days.

Mandatery paid sick days are not in addition to sick days granted to certain
emplovess under the Education Code or bargaining unit agreements.

The District is not required to, and does not provide additional paid sick
days under the Act to employvees who already earn an illness bank.

This bulletin applies to employees who are eligible to receive mandatory
paid sick davs under the Act. All further references to employees refer to
emplovees eligible to receive mandatory paid sick days.

Mandatory Paid Sick Davs

. The District has elected to “front load™, or advance. the annmal allotment of

mandatory paid sick days. With respect to eligible emplovees (see
Eligibility, Section II above) who worked before July 1, 2015, the full
annnal allotment of 24 hours will be available en July 1. 2015, The
employment vear for purposes of mandatory paid sick days, for these
emplovees will start on July 1, 2015.

Office of the General Counsel Page 3 of 7 Angust 3, 2015
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IV.

An emplovee who starts wotk on or after July 1, 2013, iz entitled to use
mandatory paid sick days beginning on the i day of employment. The
District 15 nsing a “rolling” employment year for employees hired on or
after July 1. 2015, The employment vear will start on the emplovee’s first
day of work.

Eligible emplovees will receive a new annual allotment of mandatory paid
sick days every July 1, or on the first day of their anniversary month of
their hire date, depending on the start of their employment vear.

Mandatory paid sick days do not carry over to the next employment vear
and do not accrue. Unused paid sick days remaining at the end of the
employment year are forfeited.

The maximum entitlement to mandatory paid sick days is 3 days or 24
hours, per employment vear.

The maxinmm number of paid illness hours an employee can unse per

absence day is based on the employee’s assignment hours per day on the
day the employee will receive mandatory paid sick time.

/. Mandatory paid sick days may only be nsed on days the emplovee is

scheduled to work or offered an assignment.

The District will not lend or advance mandatory paid sick dayvs/honrs to an
emplovee prior to the employee’s eligibility to receive the days.

Purpose of Mandatory Paid Sick Davs

Upon oral or written request. an employee can use mandatory paid sick days for
the following purposes:

1.

Diagnosis, care or treatment of an existing health condition. or preventative
care for an emplovee or an employee’s family member (See Family
Member, section [ above).

2. For an employee who is a victim of domestic viclence, sexval assanlt or
stalling.
V. Notice
1. An emplovee mmst make an oral or written regquest to use mandatory paid
sick days for a purpose consistent with the Act (see Porpose, section IV).
2. An oral or written request for mandatory paid sick days mmst be documented
on the “CertificationPequest of Absence for [lness, Family liness, New
Child, Form No. 60.ILL {Certification of Absence form).
3. If the need for the uwse of mandatory paid sick davs is foreseeable, an
employes must provide reasonable advance notice.
BUL-6329.1
Office of the General Counsel Paged of 7 August 3, 2013
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4. If the need for mandatory paid sick days is not foreseeable, the employee
must give notice as soon as practicable.

3. An employee request to use mandatory paid sick leave for a prescribed
purpose, as outlined in this bulletin, cannot be denied.

VL  Notice of Available Sick Leave
Paycheck stubs will indicate an employee’s unused sick leave balance.

VIL Protected Time Off — And-Eetaliation

Time taken off work for mandatory paid sick days is job protected. The District
thall not deny an employee the right to use the 3 mandatory paid sick days or
24 howrs, discharge, threaten to discharge, demote. suspend or in any manner
discraminate against an employee for vsing the accrued mandatory sick days,
attemipting to exercise the right to use the mandatory accrved sick days, filing a
complaint with the department or alleging a viclation of the Healthy Workplaces,
Healthy Families Act of 2014, This does not mean that employees with
excessive absenteeism outside of the job protected absences are exempt from
discipline. Employees with excessive absenteeizm bevond the job protected
absences are still subject to discipline, up to and inclnding dismissal.

RECORDEEEFING:

The District requires that records substantiating the time reported to the Payrell
Administration Branch for payments must be kept on file and retained at the
location for a period of five years for andit puaposes.

SEPARATION/

REINSTATEMENT:
The District will not provide compensation to an employes for unused
mandatory paid sick days received uwnder the Healthy Workplaces, Healthy
Families Act, npon termination, resignation. retirement. or other separation from
District employment.
If an employee separates from the District and is rehired by the District within
one year from the date of separation. previously uvonsed mandatory paid sick
days will be remstated upon rehiring. The rehired employee will be able to use
those previously nmmsed mandatory paid sick days.

POSTERS: Every District worksite must post in an area frequented by employees the
“Healthy Workplaces’ Healthy Families Act of 2014 Paid Sick Leave™ poster.
This poster iz inchuded in the District’s “Mandatory Emplovment Notices,” 3-
part poster revised Jamary 2015,

BUL-6529.1
Office of the General Counsel Page 5 of 7 August 3, 2013
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AUTHORITY: This is a pelicy of the Superintendent of Schools. This policy is established in
accordance with the Healthy Workplaces, Healthy Families Act of 2014,

RELATED

RESOURCES: Family and Medical Teave Act/California Family Fishts Act — Supervisors’
FMIACFRA Reference Guide REF-6022.0, March 23, 2013, Division of Rk
Management and Insurance Services.

Mandatory Posting of Reoulatory Notices Eelating to Federal and State
Emplovment Laws. BUL4991 3, Febrmuary 18, 2015, Division of Risk Management
and Insurance Services.

Mew Certification  of  Absence  Fomms, BUL-6307.1, Office of the
Superintendent July 8, 2015.

Eeporting Paid Sick Teave for Substitute/ Temp Eligible Emplovees.
FEF-6523.0, Accounting and Disbursements Division.

Uniform Complaint Procedures (UCFE). BUL-3159 3, Office of the General Connsel,
dated May 13, 2014.

ASSISTANCE: Adult Education Unit at (213) 2414053,
Bevond the Bell at (213) 633-3335.

California Department of Industrial Relations —
hittp:/warw dir.ca gov/dlse‘resource hitml

Certificated Substitate Unit at (213) 241-6117.
Certificated Early Childhood Education Unit at (213) 241-2204.

Classified Personnel at (213) 241-6337, Monday thwough Friday, 8:00 am. —
3:00 pm., for assistance or questions regarding the CertificationFequest of
Absence form.

Egual Oppertunity Section of the Office of General Counsel at (213) 241-7683
for assistance with alleged discrimination.

SubFinder User Guide for Certificated Substitutes —
huttp:/fachieve lansd.net/ Page/d747

Employee Service Center at (213) 241-6670 or via email at
emploveeservices@lansd net for assistance with payroll related issues.

BUL-6529.1
Office of the General Counsel Page 6 of 7 Angust 3, 2013
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. -
Integrated Disability Management at (213) 241-3934 for information and
assistance regarding protected leaves.
Office of the General Counsel (213) 241-7600 for adounistrator assistance
regarding legal issues.

BUL-5529.1
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