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Los Angeles, CA 90017 

(213) 241-2570 

 

Website 

http://achieve.lausd.net/payroll 
payrollsupport@lausd.net 

 

 

Mission Statement 

“Our mission is to support the educational community by providing quality customer 
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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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   

 



Payroll Concepts Manual 

  

1 | P a g e  
 

Table of Contents 
ENTERPRISE AND PERSONNEL STRUCTURE ...................................................................... 5 
Personnel Area ........................................................................................................................... 6 
Personnel Subarea ..................................................................................................................... 7 
Employee Group ......................................................................................................................... 8 
Employee Subgroup ................................................................................................................... 8 
Enterprise Structure Functions in Payroll .................................................................................... 9 

Personal Subarea Groupings .............................................................................................. 9 
Employee Subgroup Groupings .......................................................................................... 9 

 
INFOTYPES .............................................................................................................................22 
Common Infotypes .................................................................................................................... 22 
Infotypes used in Payroll Processing......................................................................................... 26 
Required Infotypes for Payroll Processing .................................................................................26 
Infotypes used in Time Management ........................................................................................ 26 
Infotypes used in Benefits ......................................................................................................... 26 
Infotypes linked to HR Action .................................................................................................... 27 
 
BASIS .......................................................................................................................................30 
LAUSD Basis Chart .................................................................................................................. 30 
Assignment Basis Character ..................................................................................................... 31 
 
PAYROLL AREA ......................................................................................................................33 
Payroll Frequency ..................................................................................................................... 33 
 
CALENDARS ...........................................................................................................................34 
Payroll Calendar/Schedule ........................................................................................................ 34 
General Types of Payroll Schedules ......................................................................................... 34 
Where to Acquire Payroll Calendars ......................................................................................... 36 
 
WORK SCHEDULE RULE .......................................................................................................37 
Positive Time (TMS=1) vs. Negative Time (TMS=9) ................................................................. 39 

Positive Time reporting ......................................................................................................39 
Negative Time reporting .....................................................................................................39 

 
ASSIGNMENTS ........................................................................................................................42 
Certificated Assignment ............................................................................................................ 42 
Classified Assignment ............................................................................................................... 42 
Unclassified Assignment ........................................................................................................... 42 
X-Basis Assignment .................................................................................................................. 42 
Z-Basis Assignment .................................................................................................................. 42 
Intersession/Summer Assignment ............................................................................................. 42 
Auxiliary Assignment ................................................................................................................. 43 
Relief Assignment ..................................................................................................................... 43 
Substitute Assignment .............................................................................................................. 43 

Certificated Substitutes ......................................................................................................44 
Classified Substitutes .........................................................................................................46 

 



Payroll Concepts Manual 

  

2 | P a g e  
 

TIME CARD ..............................................................................................................................49 
Instructions for Completing Time Cards .................................................................................... 49 
Where to Acquire Time Cards ................................................................................................... 51 
Absence & Attendance Codes .................................................................................................. 52 
Commonly Used Absence/Attendance Codes ........................................................................... 52 

Regular Time (RG).............................................................................................................52 
Replacement Time (RP) ....................................................................................................52 
Illness Time (IL) .................................................................................................................52 
Personal Necessity (PN) ....................................................................................................53 
Kin Care (KC) ....................................................................................................................55 
Substitute/Temporary Absence (SBTM) .............................................................................56 
Bereavement Time (BV) ....................................................................................................58 
Miscellaneous Time (MS) ..................................................................................................59 
Miscellaneous Annual Physical (MSAP) .............................................................................59 
Miscellaneous Natural Disaster (MSND) ............................................................................59 
Jury Service (JU) ...............................................................................................................59 
Mileage (ML) ......................................................................................................................60 
Unpaid Absence (UP) ........................................................................................................60 
Overtime (OT) ....................................................................................................................62 
Workers’ Compensation Absence (WC) .............................................................................64 
FMLA WORKER’S COMP (FWC): .....................................................................................66 
Holiday Time (HO) .............................................................................................................67 

 
CROSS-APPLICATIONS TIME SHEET (CATS) ......................................................................70 
 
BENEFITS & INCENTIVES ......................................................................................................72 
Vacation Benefits ...................................................................................................................... 72 
Illness Benefits .......................................................................................................................... 75 
Attendance Incentive Plan (AIP) ............................................................................................... 78 
Paid Non-Working Days (PNWD) .............................................................................................. 79 
Compensentory Time-Off .......................................................................................................... 81 
Average Paid Time (APT) ......................................................................................................... 82 
Calculation of Benefit Hours ...................................................................................................... 83 
Transportation Vacation Bidding (VBID) .................................................................................... 84 
Longevity - Classified Employees ............................................................................................. 85 
Military Leave Of Absence (MD) ............................................................................................... 86 
Retirement Bonus (RBX) ........................................................................................................... 89 
 
PAY SCALE STRUCTURE .......................................................................................................90 
Infotype 0008 – Basic Pay ........................................................................................................ 90 
 
DIFFERENTIALS ......................................................................................................................93 
Differential Salary Rates ........................................................................................................... 93 

Assignment Differential ......................................................................................................93 
Degree Differential .............................................................................................................94 
Career Increment Differential .............................................................................................94 
Shift Differential. ................................................................................................................94 
Bilingual Differential ...........................................................................................................95 
Skill or Responsibility Differential .......................................................................................95 

Premium Tools (Daily Flat Rate) ............................................................................................... 95 
Categories of Differentials in SAP ............................................................................................. 96 



Payroll Concepts Manual 

  

3 | P a g e  
 

 
SALARY PAYMENTS ............................................................................................................ 100 
Annualization .......................................................................................................................... 100 

Settlement Spread ........................................................................................................... 102 
Core Hours ...................................................................................................................... 102 
Earned vs. Paid Amounts ................................................................................................ 102 
Half-Pay Illness ................................................................................................................ 103 
Unpaid Time .................................................................................................................... 104 
Paid-As-Worked ............................................................................................................... 104 

Salary Tables .......................................................................................................................... 105 
Classified Employees Salary Table .................................................................................. 108 
Unclassified Salary Rates ................................................................................................ 109 

 
OVERPAYMENTS .................................................................................................................. 111 
Identifying An Overpayment .................................................................................................... 111 
Notification .............................................................................................................................. 111 
Tax Implications ...................................................................................................................... 111 
 
DEDUCTIONS ........................................................................................................................ 112 
Mandatory Payroll Deductions ................................................................................................ 112 

1. Federal and State Taxes .............................................................................................. 112 
2. Medicare Tax ............................................................................................................... 113 
3. Social Security Tax ...................................................................................................... 113 
4. State Disability Insurance (SDI) ................................................................................... 113 
5. Retirement Deductions ................................................................................................ 113 
6. Agency Fee .................................................................................................................. 117 
7. Fingerprint Fees ........................................................................................................... 118 

Voluntary Payroll Deductions .................................................................................................. 119 
1. Employee Organization Dues....................................................................................... 119 
2. Credit Union ................................................................................................................. 119 
3. Charitable Contributions............................................................................................... 119 

Other Deductions .................................................................................................................... 121 
1. Health Insurance .......................................................................................................... 121 
2. Life Insurance .............................................................................................................. 121 

 
GARNISHMENTS ................................................................................................................... 122 
 
PAYMENT METHODS ............................................................................................................ 123 
Automatic Payroll Deposit (APD) ............................................................................................ 123 
Payroll Card Or “Paycard” ....................................................................................................... 124 
Warrants ................................................................................................................................. 125 
Deceased Employees ............................................................................................................. 127 
 
EMPLOYEE SELF SERVICE (ESS) ....................................................................................... 128 
 
PAYROLL CUSTOMER SERVICES ....................................................................................... 130 
 
BUSINESS RULES AND POLICY .......................................................................................... 131 

 
 
 



Payroll Concepts Manual 

  

4 | P a g e  
 

 
Appendix 

Appendix A: Day to Day Substitute Information (Policy Guide A5) ............................................. 132 
Appendix B: Annualization Eligibility........................................................................................ 140 
Appendix C: Annualization Formulas ...................................................................................... 141 
Appendix D: Vacation Accrual Rates....................................................................................... 145 
Appendix E: Illness Projection Values by Personnel Subarea ................................................. 147 
Appendix F: Mileage Rates by Personnel Area ....................................................................... 148 
Appendix G: Overtime - Personnel Commission Rule 596 ...................................................... 150 
Appendix H: Overtime Policy – Classified Employees (BUL-5996.0) ......................................... 159 
Appendix I: Documentation for Employees Paid from Federal and State Categorical Programs 
(BUL- 2643.6) ........................................................................................................................... 163 
Appendix J: Mapping of Personnel Area to Bargaining Unit .................................................... 182 
Appendix K: Designation of Holidays for Certificated Employees (California Education Code 44988)

 ................................................................................................................................................................. 184 
Appendix L: Designation of Holidays for Classified Employees (California Education Code 45205)

 ................................................................................................................................................................. 185 
Appendix M: Time Reporting and Time Approval Policy (BUL-6638.0)...................................... 186 
Appendix N: Elimination of Advance Reporting of Hours, Mileage and Differential Pay (BUL-

6053.1) ..................................................................................................................................... 193 
Appendix O: Longevity Salary Increment (PC Rule 580) ........................................................... 197 
Appendix P: Voluntary Deductions Schedule .......................................................................... 198 
Appendix Q: District Policy for Travel and Attendance at Conferences, Conventions, or Meetings 
(BUL-5525.1) ............................................................................................................................ 199 
Appendix R: New Certification of Absence Forms (BUL-6307.3)  .............................................. 216 
Appendix S: Reporting Paid Sick Leave for Substitute/Temp Eligible Employees (REF-6528.1)

 ............................................................................................................................................... 224 
Appendix T: Legally-Mandated Paid Sick Leave for Eligible Employees (BUL-6529.1) ............. 233 
 
  



Payroll Concepts Manual 

  

5 | P a g e  
 

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 
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Personnel Area 

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.  
 

 
 
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.  
 

 
 

Key Term - Personnel Area 
 
 

Payroll Area   Further Defines Group 

1-Classified   Within Bargaining Unit 

2-Certificated   D-Degree-track TAs 
3-Unclassified   N-Non Degree-track TAs 

9-Non-Employee 2FDX  
 

   

Bargaining Unit   Placeholders 

F-Teacher Assistants Currently not used by the District 
  

Bargaining 
Unit 

Description 
SAP 

Personnel 
Area 

Description 

FF 
Teacher 

Assistants 
2FDX 

Teacher 
Assistant, 

Degree-Track 
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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 IT0001, Organizational Assignment.  
 

 
 
 

 

 
 
 
 

Personnel Structure 

 

 

Key Term - Personnel Sub 
Area 
 
 

Basis   Calendar 

A= A Basis   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= Z Basis   Placeholders 

 Currently not used by the 
District 
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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.   
 

 
 

A Full time Salaried Monthly 

B Full-time Hourly Monthly 

D Full-time Hourly Semi-Monthly 

E Part-time Salaried Monthly 

G Part-time Hourly Monthly 

H Part-time Hourly Semi-Monthly 

N Non-Employee 

P 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.  
 

 
 
(Employee Subgroup Partial List) 
 

B1 Probationary 1 Q2 Qualifying 2 

E1  Extra Adult R1 Regular Permanent 

F2 University Intern 2 S1  Substitute 

G1 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 

 Permissibility – The personal subarea grouping for primary wage types defines 
which wage types are valid for which personal subareas. 

Employee Subgroup Groupings 

 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. 

 

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

 

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

 

Enterprise and Personnel Structure Design 

  
Personnel Area  
 

 
Personnel Subarea 

 
Employee Group  
 

 
Employee 
Subgroup  
 

 
Naming 
Convention  
 

 
1st position represents the service 
1= Classified 
2= Certificated 
3= Unclassified 
9 = Non employee 
 
2nd position represents the 
Bargaining unit 
 
3rd and 4th (if not an XX) represent 
the detail within bargaining unit (e.g. 
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   

 
1st position represents the 
Basis 
 
2nd position represents the 
Site/School Calendar 
 
3rd and 4th positions are 
Place holders - can be 
used in future for new 
Personnel Subareas   

 
Employee group 
indicates full time, part 
time, hourly, salaried, 
and non employees  
 

 
Formerly 
Assignment 
Status Code  
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Enterprise Structure – LAUSD (Overview) 

 

  

Personnel 

Area 

Personnel Area Description 

1APX AA-Plant Security Aides 

1APW AA-Plant Security Aide Weekends 

1AOX AA-Detectives & Officers 

 1ASX AA-School Safety Officers 

1BXX BB-Instructional Aides 

1CXX CC-Operations Support Svcs 

1DXX DD-Office, Technical and Bus Svcs 

1DPX DD-Student Integration Helper 

1DTX DD-TV Studio Assistant 

1EXX EE-Skilled Crafts 

1SAX HH-Lieutenants & Sergeants 

1SAS HH-Supervising School Safety Officer 

1LMX LL-Classified Management 

1LAX LL-Captain 

1LJX JJ-Classified Mgmt (AALA) Lowr 

1LVX VE-Executive Officer, Board of Ed 

1NAX NN-Classified Non-rep Safety-Security Offr 

1NXX NN-Classified Non-represented 

1SXX SS-Classified Supervisory 

1SLL SS-Classified Supervisory O/T Exempt 

1SLX SS-Classified Supervisory SDI Exempt 

1VVX VV-Classified Exec Management 

1VEX VE-Classified Exec Management-JR 

1VJX JJ-Classified Mgmt (AALA) High 

1VSX VS-Classified Exec Management-SR 

1VAC VS-Classified Exec Mgmt Chief of Police 

1VAD VV- Classified Exec Mgmt Deputy Chief 

1YLX YY-Program Analyst IAU, Director of Budget & 

Financial Policy and Director of 

1ZXX ZZ-Classified Confidential 

1ZLX ZZ- Classified Confidential O/T Exempt 

1ZDX 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 

9NEC Non-Employee-Charter School 

9NEX Non-Employee 

9REC Retired Employee Conversion 

Personnel 

Subarea 

Personnel Subarea 

Description 

AAXX A-Basis/ Adult 

AFXX A-Basis/ Four-Track 
AGXX A-Basis/ General Calendar 
AJXX A-Basis/ Job Cost Calendar 
AXSX A-Basis/ Day-to-Day Sub 
BAXX B-Basis/ Adult 
BFXX B-Basis/ Four-Track 
BGXX B-Basis/ General Calendar 
BJXX B-Basis/ Job Cost Calendar 
BSXX B-Basis/ Single-Track 
CAXX C-Basis/ Adult 
CFXX C-Basis/ Four-Track 
CGXX C-Basis/ General Calendar 
CJXX C-Basis/ Job Cost Calendar 
CSXX C-Basis/ Single-Track 
CXSX C-Basis/ Day-to-Day Sub 

EAXX E-Basis/ Adult 

EGXX E-Basis/ General Calendar 
EJXX E-Basis/ Job Cost Calendar 
ESXX E-Basis/ Single-Track 
NONE Non-Employee 

RXXX Retiree 

XJXX X-Basis/ Job Cost Calendar 

XXSX X-Basis/ Day-to-Day Sub 
XXXX X-Basis 

ZJXX Z-Basis/ Job Cost Calendar 

ZXXX Z-Basis 
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Enterprise Structure – LAUSD (Overview) continued 
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Employee Subgroup Definitions 
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Employee Subgroup Definitions continued 
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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 C Full Time Hourly (monthly) R1, S1, V1, T1, 

W1, Z1 

  XXSX X-Basis/Day-to-Day Sub G Part Time Hourly (monthly)  
  RXXX Retiree    
1APX AA-Misc (Plant Security Aides) AGXX A-Basis/ General Calendar C Full Time Hourly (monthly) R1, S1, V1, T1, 

W1, Z1 

  XXXX X-Basis G Part Time Hourly (monthly)  
  XXSX X-Basis/Day-to-Day Sub   
  RXXX Retiree    
1APW AA-Plant Security Aide Weekends AGXX A-Basis/ General Calendar C Full Time Hourly (monthly) R1, S1, V1, T1, 

W1, Z1 

  XXXX X-Basis G Part Time Hourly (monthly)  
  XXSX X-Basis/Day-to-Day Sub    
  RXXX Retiree    
1ASX AA-School Safety Officers AGXX A-Basis/ General Calendar C Full Time Hourly (monthly) R1, S1, V1, T1, 

W1, Z1 

  BGXX B-Basis/ General Calendar G 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 C Full Time Hourly (monthly) R1, S1, V1, T1, 

W1, Z1 

  AFXX A-Basis/ Four-Track G 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    
  CFXX 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 D  

Full Time Hourly (semi-monthly) 

R1, S1, V1, 

W1, Z1 

  AFXX A-Basis/ Four-Track H Part Time Hourly (semi-monthly)  
  AGXX A-Basis/ General Calendar    
  AJXX A-Basis/ Job Cost Calendar    
  BAXX B-Basis/ Adult    
  BGXX B-Basis/ General Calendar    
  BJXX B-Basis/ Job Cost Calendar    
  BSXX B-Basis/ Single-Track    
  CAXX C-Basis/ Adult    
  CFXX C-Basis/ Four-Track    
  CGXX C-Basis/ General Calendar    
  CJXX C-Basis/ Job Cost Calendar    
  CSXX C-Basis/ Single-Track    
  EJXX E-Basis/ Job Cost Calendar    
  FFXX F-Basis/Four-Track    
  XJXX X-Basis/ Job Cost Calendar    
  XXXX X-Basis    
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Code Personnel Area Code Personnel Sub Area Code Employee Group Employee 

Subgroup 

  ZJXX 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 C Full Time Hourly (monthly) R1, S1, V1, T1, 

W1, Z1 

  AFXX A-Basis/ Four-Track G Part Time Hourly (monthly)  
  AGXX A-Basis/ General Calendar    
  AJXX A-Basis/ Job Cost Calendar    
  BAXX B-Basis/ Adult    
  BGXX B-Basis/ General Calendar    
  BJXX B-Basis/ Job Cost Calendar    
  BSXX B-Basis/ Single-Track    
  CAXX C-Basis/ Adult    
  CFXX C-Basis/ Four-Track    
  CGXX C-Basis/ General Calendar    
  CJXX 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    
  XJXX X-Basis/ Job Cost Calendar    
  XXXX X-Basis    
  ZJXX 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 C Full Time Hourly (monthly) R1, S1, V1, T1, 

W1, Z1 

  AFXX A-Basis/ Four-Track G Part Time Hourly (monthly)  
  AGXX A-Basis/ General Calendar    
  ATXX A-Basis/ Three-Track    
  BAXX B-Basis/ Adult    
  BGXX B-Basis/ General Calendar    
  BJXX B-Basis/ Job Cost Calendar    
  BSXX B-Basis/ Single-Track    
  CAXX C-Basis/ Adult    
  CFXX C-Basis/ Four-Track    
  CGXX C-Basis/ General Calendar    
  CJXX 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    
  XJXX X-Basis/ Job Cost Calendar    
  XXXX X-Basis    
  ZJXX 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 C Full Time Hourly (monthly) R1, S1, V1, T1, 

W1, Z1 

  XXSX X-Basis/Day-to-Day Sub G 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 D  
Full Time Hourly (semi-monthly) 

R1, S1, V1, 

W1, Z1 

  AJXX A-Basis/ Job Cost Calendar H Part Time Hourly (semi-monthly)  
  BJXX B-Basis/ Job Cost Calendar    
  CGXX C-Basis/ General Calendar    
  CJXX C-Basis/ Job Cost Calendar    
  EJXX E-Basis/ Job Cost Calendar    
  XJXX X-Basis/ Job Cost Calendar    
  XXXX X-Basis    
  ZJXX Z-Basis/ Job Cost Calendar    
  XXSX X-Basis/Day-to-Day Sub    
  RXXX Retiree    
1LAX LL-Safety(Captain) AGXX A-Basis/ General Calendar A Full Time Salaried (monthly) R1, S1, V1, Z1 

  XXXX X-Basis E Part Time Salaried (monthly)  
  XXSX X-Basis/Day-to-Day Sub    
  RXXX Retiree    
1LJX JJ-Classified Mgmt (AALA) Lowr AGXX A-Basis/ General Calendar A  

Full Time Salaried (monthly) 

R1, S1, T1, V1, Z1 

  AJXX A-Basis/ Job Cost Calendar E Part Time Salaried (monthly)  
  BGXX B-Basis/ General Calendar    
  BJXX B-Basis/ Job Cost Calendar    
  EGXX E-Basis/ General Calendar    
  EJXX E-Basis/ Job Cost Calendar    
  RXXX Retiree    
  XJXX X-Basis/ Job Cost Calendar    
  XXSX X-Basis/Day-to-Day Sub    
  XXXX X-Basis    
1LMX LL-Classified Management AGXX A-Basis/ General Calendar A Full Time Salaried (monthly) R1, S1, V1, Z1 

  AJXX A-Basis/ Job Cost Calendar E Part Time Salaried (monthly)  
  BJXX B-Basis/ Job Cost Calendar    
  CJXX C-Basis/ Job Cost Calendar    
  EJXX E-Basis/ Job Cost Calendar    
  XJXX X-Basis/ Job Cost Calendar    
  XXXX X-Basis    
  ZJXX 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 A Full Time Salaried (monthly) R1, S1, V1, Z1 

  XXSX X-Basis/Day-to-Day Sub E Part Time Salaried (monthly) 

  RXXX Retiree    
1NAX NN-Safety (Security Officer) XXXX X-Basis G Part Time Hourly (monthly) T1, Z1 

  RXXX Retiree    
1NXX NN-Classified Non-represented XXXX X-Basis C Full Time Hourly (monthly) T1, Z1 

  RXXX Retiree G Part Time Hourly (monthly)  
1SAX HH-Safety (Lieutenants & Sergeants); AGXX A-Basis/ General Calendar C Full Time Hourly (monthly) R1, V1, Z1 

 promotional only positions XXXX X-Basis G Part Time Hourly (monthly)  
  XXSX X-Basis/Day-to-Day Sub   
  RXXX Retiree    
1SAS HH-Supervising School Safety Officer AGXX A-Basis/ General Calendar C Full Time Hourly (monthly) R1, S1, V1, Z1 

  XXXX X-Basis G Part Time Hourly (monthly)  
  XXSX X-Basis/Day-to-Day Sub    
  RXXX Retiree    
1SLL SS-Classified Supervisory O/T Exempt AAXX A-Basis/ Adult A Full Time Salaried (monthly) R1, S1, V1, Z1 

  AFXX A-Basis/ Four-Track E Part Time Salaried (monthly)  
  AGXX A-Basis/ General Calendar    
  AJXX 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 

  BJXX B-Basis/ Job Cost Calendar    
  BSXX B-Basis/ Single-Track    
  CFXX C-Basis/ Four-Track    
  CGXX C-Basis/ General Calendar    
  CJXX 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    
  XJXX X-Basis/ Job Cost Calendar    
  XXXX X-Basis    
  ZJXX 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 C Full Time Hourly (monthly) R1, S1, V1, Z1 

  AFXX A-Basis/ Four-Track D Full Time Hourly (semi-monthly)  
  AGXX A-Basis/ General Calendar G Part Time Hourly (monthly)  
  AJXX A-Basis/ Job Cost Calendar H Part Time Hourly (semi-monthly)  
  BAXX B-Basis/ Adult    
  BFXX B-Basis/ Four-Track    
  BGXX B-Basis/ General Calendar    
  BJXX B-Basis/ Job Cost Calendar    
  BSXX B-Basis/ Single-Track    
  CFXX C-Basis/ Four-Track    
  CGXX C-Basis/ General Calendar    
  CJXX 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    
  XJXX X-Basis/ Job Cost Calendar    
  XXXX X-Basis    
  ZJXX 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 C Full Time Hourly (monthly) R1, S1, V1, Z1 

  AFXX A-Basis/ Four-Track D Full Time Hourly (semi-monthly)  
  AGXX A-Basis/ General Calendar G Part Time Hourly (monthly)  
  AJXX A-Basis/ Job Cost Calendar H Part Time Hourly (semi-monthly)  
  BAXX B-Basis/ Adult    
  BFXX B-Basis/ Four-Track    
  BGXX B-Basis/ General Calendar    
  BJXX B-Basis/ Job Cost Calendar    
  BSXX B-Basis/ Single-Track    
  CFXX C-Basis/ Four-Track    
  CGXX C-Basis/ General Calendar    
  CJXX 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    
  FFXX F-Basis/Four-Track    
  XJXX X-Basis/ Job Cost Calendar    
  XXXX X-Basis    
  ZJXX 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 A Full Time Salaried (monthly) R1, S1, V1, Z1 

  XXSX X-Basis/Day-to-Day Sub E Part Time Salaried (monthly)  
  RXXX Retiree    
1VAD VV-Safety (Deputy Chief) AGXX A-Basis/ General Calendar A Full Time Salaried (monthly) R1, S1, V1, Z1 

  XXXX X-Basis E Part Time Salaried (monthly)  
  XXSX X-Basis/Day-to-Day Sub    
  RXXX Retiree    
1VEX VE-Classified Exec Management AGXX A-Basis/ General Calendar A Full Time Salaried (monthly) R1, S1, V1, Z1 

  XXXX X-Basis E Part Time Salaried (monthly)  
  XXSX X-Basis/Day-to-Day Sub   
  RXXX Retiree    
1VJX JJ-Classified Mgmt (AALA) High AGXX A-Basis/ General Calendar A  

Full Time Salaried (monthly) 

R1, S1, T1, V1, Z1 

  AJXX A-Basis/ Job Cost Calendar E Part Time Salaried (monthly)  
  BGXX B-Basis/ General Calendar    
  BJXX 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 A Full Time Salaried (monthly) R1, S1, V1, Z1 

  XXXX X-Basis E Part Time Salaried (monthly)  
  XXSX X-Basis/Day-to-Day Sub    
  RXXX Retiree    
1VVX VV-Classified Exec Management AGXX A-Basis/ General Calendar A Full Time Salaried (monthly) R1, S1, V1, Z1 

  XXXX X-Basis E 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 A Full Time Salaried (monthly) R1, S1, Z1 

 Financial Policy, Dir of Ed. Policy XXXX X-Basis E Part Time Salaried (monthly)  
  XXSX X-Basis/Day-to-Day Sub   
  RXXX Retiree    
1ZDX ZD-Bargaining Unit D Confidential AGXX A-Basis/ General Calendar C Full Time Hourly (monthly) R1, S1, V1, T1, 

W1, Z1 

  AJXX A-Basis/ Job Cost Calendar G Part Time Hourly (monthly)  
  BJXX B-Basis/ Job Cost Calendar    
  CJXX C-Basis/ Job Cost Calendar    
  EJXX E-Basis/ Job Cost Calendar    
  XJXX X-Basis/ Job Cost Calendar    
  XXXX X-Basis    
  ZJXX 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 A Full Time Salaried (monthly) R1, V1, S1, Z1 

  AJXX A-Basis/ Job Cost Calendar E Part Time Salaried (monthly)  
  BJXX B-Basis/ Job Cost Calendar    
  CJXX C-Basis/ Job Cost Calendar    
  EJXX E-Basis/ Job Cost Calendar    
  XJXX X-Basis/ Job Cost Calendar    
  ZJXX 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 C Full Time Hourly (monthly) R1, V1, Z1 

  XXSX X-Basis/Day-to-Day Sub G Part Time Hourly (monthly)  
  RXXX Retiree    
1ZXX ZZ-Classified Confidential AGXX A-Basis/ General Calendar C Full Time Hourly (monthly) R1, S1, V1, T1, 

W1, Z1 

  AJXX A-Basis/ Job Cost Calendar G Part Time Hourly (monthly)  
  BJXX B-Basis/ Job Cost Calendar    
  CJXX C-Basis/ Job Cost Calendar    
  EJXX E-Basis/ Job Cost Calendar    
  XJXX X-Basis/ Job Cost Calendar    
  ZJXX Z-Basis/ Job Cost Calendar    
  XXSX X-Basis/Day-to-Day Sub    
  RXXX Retiree    
2FDX FF-Teacher Assistants (Degree) XXXX X-Basis C Full Time Hourly (monthly) T1 

  RXXX Retiree G Part Time Hourly (monthly)  
2FNX FF-Teacher Assistants (Non-Degree) XXXX X-Basis C Full Time Hourly (monthly) T1 

  RXXX Retiree G Part Time Hourly (monthly)  
2MCX MM-Certificated Contract Management AGXX A-Basis/ General Calendar A  

Full Time Salaried (monthly) 

D1, Q1//2, B1/2, 

R1 

  EGXX E-Basis/ General Calendar   S1, Z1/2 

  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 A  

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, Z1/2 

  RXXX Retiree    
2MSX MS-Administrators AAXX A-Basis/ Adult A  

Full Time Salaried (monthly) 

D1, Q1//2, B1/2, 

R1 

  AFXX A-Basis/ Four-Track   S1, Z1/2 

  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 A  

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, Z1/2 

  CXSX C-Basis/Day-to-Day Sub    
  RXXX Retiree    
2PXX PP-Physicians AGXX A-Basis/ General Calendar C Full Time Hourly (monthly) B1/2, R1, Z1 

  CFXX C-Basis/ Four-Track G 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 A  

Full Time Salaried (monthly) 

D1, G1/2, F1/2, K1 
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  CSXX C-Basis/ Single-Track E  
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    
  CFXX 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 C Full Time Hourly (monthly) E1, L1, B1/2, R1 

  AGXX A-Basis/ General Calendar G Part Time Hourly (monthly) S1, Z1 

  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 A  

Full Time Salaried (monthly) 

D1, G1/2, F1/2, K1 

  BGXX B-Basis/ General Calendar E  
Part Time Salaried (monthly) 

B1/2, Q1/2, R1, 

S1, 

  CGXX C-Basis/ General Calendar   V1, Z1/2, 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 A  

Full Time Salaried (monthly) 

D1, G1/2, F1/2, K1 

  CFXX C-Basis/ Four-Track E  
Part Time Salaried (monthly) 

B1/2, Q1/2, R1, 

S1, 

  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 A  

Full Time Salaried (monthly) 

D1, G1/2, F1/2, K1 

  BFXX B-Basis/ Four-Track E  
Part Time Salaried (monthly) 

B1/2, Q1/2, R1, 

S1, 

  BGXX B-Basis/ General Calendar   V1, Z1/2, X1/2 

  BSXX B-Basis/ Single-Track    
  CFXX 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 G Part Time Hourly (monthly) T1, Z1 
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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, Z1 

  RXXX Retiree    
3NBX NB-Community Representatives XXXX X-Basis G Part Time Hourly (monthly) T1, Z1 

  RXXX Retiree    
3NMX NP-Medical Experts XXXX X-Basis G Part Time Hourly (monthly) T1, Z1 

  RXXX Retiree    
3NPX NN-Professional Experts XXXX X-Basis G Part Time Hourly (monthly) T1, Z1 

  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, Z1 

  RXXX Retiree    
3YPX YY-Personnel Commission Member AGXX A-Basis/ General Calendar A Full Time Salaried (monthly) T1 

  RXXX Retiree    
3YYX YY-Board of Education Member AGXX A-Basis/ General Calendar A Full Time Salaried (monthly) T1 

  RXXX Retiree    
9NEX Non-Employee NONE Non-Employee N Non-Employee A1, 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 enrollment 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 
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 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: 

 Actions (IT0000)  

 Organizational Assignment (IT0001)  

 Personal Data (IT0002)  

 Payroll Status (IT0003)  

 Addresses (IT0006)  

 Planned Working Time (IT0007)  

 Basic Pay (IT0008)  

 Bank Details (IT0009)  

 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 (IT0007) 

 Quota Compensation (IT0416) 

 Absences (IT2001)  

 Attendances (IT2002) 

 Substitutions (IT2003)  

 Absence Quotas (IT2006)  

 Quota Corrections (IT2013)  

Infotypes used in Benefits 

 Flexible Spending Accounts (IT0170) 

 General Benefits Information. (IT0171)  

 Eligibility 

 Insurance Plans (IT0168)  

 Saving Plans (IT0169) 
 403b 
 457b 
 Retirement System 

 Health Plans (IT0167) 
 Medical 
 Dental  
 Vision 

 Family Member/Dependents (IT0021)  
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 Additional Personal Data (IT0077) 

 Miscellaneous Plans (IT0377) 

 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. 

 Bank details from IT0009 are gathered for all employees who will receive a 
payment based on the payroll run. 

 Employee’s address information is gathered to be used in the check printing file, 
and warrant printing file 

 The information from IT0001 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. 

 Garnishment information from IT0194 and IT0195 are used, along with payroll 
results for the withheld amount to create the garnishment payments 

 Cost allocations are pulled from IT0001, absences and attendances on IT2001 
and IT2002, and cost allocations from IT0014 and IT0015 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  AI 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 
Recurring 
Payments/Deductions 

      0712 Main Personnel Assignment 

CW Change in Work Schedule  LI Leave of Absence - Unpaid    

0000 Personnel Action  0000 Personnel Action  NN 10/90 Illness 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 

 Personnel Action  LA Leave of Absence - Paid  0000 Personnel Action 

 Personal Data  0000 Personnel Action  0001 Organization Assignment 

 Organizational Assignment  0001 Organizational Assignment  0007 Planned Working Time 

 Addresses  0019 Monitoring of Tasks  0008 Basic Pay 

0077 Additional Personal Data  0007 Planned Working Time  0014 
Recurring 
Payments/Deductions 

 Planned Working Time  0008 Basic Pay  0016 Contract Elements 

 Basic Pay       

 Bank Details  HC New Hire Non Employee  RC 
Reopen Closed 
Assignment 

0014 
Recurring 
Payments/Deductions 

 0000 Personnel Action  0000 Personnel Action 

 
Withholding Info W4/W5 US 
(CA) 

 0002 Personal Data  0007 Planned Working Time 

 
Withholding Info W4/W5 US 
(FED) 

 0001 Organization Assignment  0008 Basic Pay 

0028 Internal Medical Service  9000 Credentials  0014 
Recurring 
Payment/Deductions 

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 
Recurring 
Payments/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 W4/W5 US  CS 
Change in Enterprise 
Structure 

*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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R Rehire  SR Retirement  RL 
Return from Long Term 
Leave 

 Personnel Action  0000 Personnel Action  0019 Monitoring of Tasks 

 Personal Data  0007 Planned Working Time  0001 Organizational Assignment 

 Organizational Assignment  0008 Basic Pay  0007 Planned Working Time 

 Addresses  0105 Communication**  0008 Basic Pay 

0077 Additional Personal Data  0167 Health Plans**    

 Planned Working Time  0168 Insurance Plans**    

 Basic Pay  0169 Savings Plans**  TT Termination 

 Bank Details  0170 
Flexible Spending 
Accounts** 

 0000 Personnel Action 

0014 
Recurring 
Payments/Deductions 

 0377 Miscellaneous Plans**  0001 Organizational Assignment 

 Withholding Info W4/W5 US  0027 Cost Distribution*  0019 Monitoring of Tasks 

 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 
Flexible Spending Accounts 
(optional) 

   

*0169 Savings Plan  0377 
Miscellaneous Plans 
(optional) 

   

*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 

 

I. 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 
 
 

II. 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 
^ 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. 

 
B 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. 

 
C  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.  

  
E  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. 

 
F Number of paid days varies each year. This basis is applicable to Food Services 

staff only assigned at 4-Track schools.  
 
X  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.    

 
Z  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). 

 

 

Payroll Frequency 
 CE Payroll – Paid every 5th of the month. If the 5th falls on a weekend, the payday 

will be the Friday previous to the 5th.  Covering the period from the 1st through the 
end of the month prior to the payday. 

 CL Payroll - Paid at the last working day of the month. Covering the period from 
the 1st through the end of the month. 

 SM Payroll – Paid every 8th and 23rd of the month. If the 8th or 23rd falls on a 
weekend, the payday will be the Friday prior to the scheduled date.  Payday (8th) 
cover period 16th through the end of the month.  Payday (23rd) cover period 1st 
through 15th day of the month. 
 

Month At-A-Glance 
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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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III. Special Calendars  
a. A Special or Unique calendar schedule that is created specifically 

according to the user or locations needs. 
b. 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. 
c. 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”.  

b. 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”.  

c. 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.  
 

 

  

http://achieve.lausd.net/Page/1085
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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. 
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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 RPTIME00. 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: 

 All employees’ time MUST be carefully reviewed and certified by the payroll cut-
off. 

 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.   

 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. 
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1st Character  
G = General Calendar 
1 = Single Track  
4 = Four Track  
A = Adult Ed 
B for B basis –three options 
   
 
2nd Character 
A = A Basis Assignment (260/261/262 days) 
B = B Basis Assignment (221 days)                          
C = C Basis Assignment (204 days)  
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 
 
4th and 5th 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. 
 
 
6th thru 8th 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 
 

  

1CA06 

For Example: 
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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 
 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. 

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

 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. 

 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 
 Intersession Assignment - An assignment assigned to an employee working at 

Multi-Track calendar school at various times during the year. 

 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 
 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. 

 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. 

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

 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 illness/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 illness, 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, 

http://achieve.lausd.net/Page/1550
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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: Enrollment 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. 
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Summary of Benefit Payments for “X”, “Z” or Substitute Assignments 
for Certificated Employees 

 

(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 

 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. 

 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).

Benefits X Basis Contract Teachers 
working as “Subs” 

“Z” Basis 

Holiday No No No (2) (6) 

Illness 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) 
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Summary of Benefit Payments for “X” or “Z” Assignments for 
Classified Employees 
 

 

(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). 

  

Benefits X Basis “Z” Basis 

Holiday No Yes (3) (6)  

Illness 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) 
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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 Illness, Family Illness, Or New Child, Form 60.ILL 
 Certification of Absence for Non-Illness, 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 necessary 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. 

 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 

 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 
 
 

http://achieve.lausd.net/payroll
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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. 

 Replacement service is to be authorized only when there is no qualified 
substitute available. 

 Replacement time does not earn illness benefits. 

 Replacement time is not added to the employee’s fiscal hours. 

 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. 

Illness Time (IL)  

A code used to report absence(s) of an employee due to illness. 
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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 illness absence is reduced by the full-pay 
illness rate. Refer to the example in the SALARY PAYMENT Section of the 
manual. 

 Illness absence is reported during the on-track period only. 

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

 Completed illness 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 PA's that start 
with '1' & '2'   

All PSA's except the ones that 
start with 'X' and 'R' 
EXCEPTION: (If PA=1DTX and 

PSA=XXXX) 

A, C, D, E, G, H 

All ESG's except A2, N1, N2, N3, 
S1, X2, Z1 & Z2 
 
EXCEPTION: (If ESG=Z1/Z2 
and PA=2MCX PSA=AGXX) 
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Entitlement and Projection 
 

Personnel Area Days 

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

6 

1LAX, 1LJX, 1LMX, 1LVX, 1NAX, 1NXX, 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 

 

 Death of a close friend or relative not included in the definition of immediate 
family. 

 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 

 Accident involving the employee’s person or property or the person or property of 
a member of the employee’s immediate family. 

 Birth of a child of the employee. 

 Religious holiday of the employee’s faith. *** 

 Imminent danger to the home of the employee occasioned by a disaster such as 
flood, fire or earthquake. 

 Appearance in court as a litigant, or appearance in court or governmental agency 
as a non-litigant witness under subpoena. *** 

 Attendance at a conference or convention which does not qualify as 
miscellaneous absence under the various Collective Bargaining Unit 
Agreements. *** 

 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). 

 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). 

 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. 

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

 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. 

 ***Five (5) days advance notice is required. 
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 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 

 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. 

 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. 

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

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

 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 illness of a parent, spouse or 
child. 
 
Eligibility 

PA PSA EEG ESG 

All PA's that start 
with '1' & '2' 

All PSA's except the ones that start 
with 'X' and 'R' 
EXCEPTION: (If PA=1DTX and 
PSA=XXXX) 

A, C, D, E, G, H 

All ESG's except A2, N1, N2, N3, 
S1, X2, Z1 & Z2 
EXCEPTION: (If ESG=Z1/Z2 and 
PA=2MCX PSA=AGXX) 

 
Entitlement  

 Employees are entitled to 6 Kin Care (KC) days per calendar year between 
January 1st and December 31st 

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

 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. 



   Payroll Concepts Manual 
 

56 | P a g e  
 

 Kin Care is adjusted when a change to the maximum job hours occurs.  

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

Usage 

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

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

 
Carry Over 

 Kin Care is not carried over from year to year.  The balance is renewed every 
January 1st of the fiscal year. 
 

Separation 

 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 1st 2015. 

 
Eligibility 

 24 hours of mandated paid sick time is available for substitute, temporary, and 

part-time employees. 

 Employees with an Illness 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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 Teacher Assistants, Personnel Commission Members and CalPERS Retirees are 
not eligible for mandatory paid sick time. 

 
 
Usage 

 Diagnosis, care or treatment of an existing health condition, or preventive care 
for, the employee or the employee’s family member. 

 “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. 

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

 Attend to the illness of a child, parent, spouse, or domestic partner. 

 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 

 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 90th day of employment.  

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

will be designated as the “Anniversary Month”.  

PA PSA EEG ESG

All eligible PA’s XXXX, CXSX, and AXSX All A2, N1, N2, N3, S1, T1, X2, Z1 & Z2 

EXCEPTION: 

(2FDX, 2FNX & 3YPX) 

EXCEPTION: (If PA=1DTX and 

PSA=XXXX) 

 EXCEPTION: (If ESG=Z1/Z2 and 

PA=2MCX, PSA=AGXX) 
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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 Illness”. 

 Form No. 60.ILL “Certification of Absence for Illness, Family Illness, 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 21st day. 

 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 To rest, 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. 

 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. 

 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 illness of a child of an employee/cohabitant. 
 The care of a parent or spouse who has a serious health problem (excluding 

parents-in-law). 
 Illness 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. 

 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. 

 
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 6th 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 a regular 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. 

 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 For information 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 illness 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 
questionable. 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 illness or injury will 
receive regular salary for up to 60 days. These 60 days is per injury, not per year. Any 

http://achieve.lausd.net/cms/lib08/CA01000043/Centricity/Domain/133/Integrated%20Disability%20Management/SalaryContinuation_rev2014_FILLABLE.pdf
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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 illness 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. 
  

http://achieve.lausd.net/site/Default.aspx?PageID=2303
http://achieve.lausd.net/site/Default.aspx?PageID=2303
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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 1...................................... 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 
July 4............................................... Independence Day 
That date declared by the Board..... Admission Day 
First Monday in September............. Labor Day 
November 11................................... Veterans Day 
Fourth Thursday in November........ Thanksgiving Day 
Friday following Thanksgiving......... Thanksgiving Friday 
December 25................................... 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 

 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. 

 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. 

 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. 

 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  

 If an employee works on a regular paid holiday, the time worked is reported as 
overtime in addition to the holiday pay. 

 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 

 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. 

 Employees in the executive/administrative classes shall be granted equal time-off 
for time worked on a holiday. 

 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. 

 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, 1LJX,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 

 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.  

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

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

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

 
Steps in CATS Process 

 Time entry in time sheet 

 Release of time data 

 Approval of time data 

 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. 
 

 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 
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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. 
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Benefits & Incentives 

VACATION BENEFITS 

PA PSA EG ESG 

All PA's that start with 
'1' & '2' 

For PAs that start with '1':  
All PSA's except the ones that start with 

'X' and 'R' 
EXCEPTION: (If PA=1DTX and 

PSA=XXXX) 
For PAs that start with '2':  

 PSA=A*** except AXSX for 2UTE 

A, C, D, E, 
G, H 

All ESG's except A2, N1, N2, N3, S1, X2, Z1 & 
Z2 

EXCEPTION: (If ESG=Z1/Z2 and PA=2MCX 
PSA=AGXX) 

 

*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 

 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 

 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. 

 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. 

 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  
Illness 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: 

 

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

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

 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. 

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

 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 “Illness 
Balance” field. 

 
Full-Pay Projection 

The Full-Pay Illness Entitlement is projected on July 1st based on the number of days in 

the basis contract multiplied by the number of assignment hours multiplied by the 

earnings factor. 

 Appendix E: Illness 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 Illness Projection = ((assignment hours * contract days * earnings 
factor) * FTE% 
 

 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).  

PA PSA EEG ESG 

All PA's that start 
with '1' & '2'  

except 2FDX & 
2FNX 

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

EXCEPTION: (If PA=1DTX and 

PSA=XXXX) 

A, C, D, E, G, H 

All ESG's except A2, N1, N2, 
N3, S1, X2, Z1 & Z2 

EXCEPTION: (If ESG=Z1/Z2 
and PA=2MCX PSA=AGXX) 
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Full-Pay Illness Projection = ((assignment hours * (contract days*x) * 
earnings factor) * FTE% where x=the proportion of remaining months in the 
contract year 

 

 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 Illness Projection = (assignment hours/2) * contract days * 
earnings factor) * FTE% 
 

Half-Pay Illness Balance 

 A regular 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. 

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

 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. 

 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 Illness Projection = (100 * FTE% * assignment hours) – Full-Pay 
Illness Projection 
 

 If full-pay is more than 100 days, no half-pay is projected. 
 
Employees who are on leave must meet the following criteria 

 A certificated employee who is on illness, “act of violence”, workers’ 
compensation, undetermined leave, mandatory illness 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. 

 

 A classified employee must meet the following conditions to receive an illness 
projection 
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 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. Illness projection 
may not be used for time served prior to the effective date of the return to 
service. 

 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 

 

 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 thereafter, 
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 thereafter, 
drops below 50 or more days shall not be entitled to additional vacation. 

 The Certificated AIP has been suspended since July 1st 2005. 

PA PSA EG ESG 

1BXX, 1CXX, 1EXX, 1SLX, 1LAX, 1SAX, 
1SXX, 1SLL, 1LVX, 1LMX, 1VAC, 1VAD, 
1VSX, 1VVX, 1VEX, 1YLX, 1ZDX, 
1ZSX,1ZXX ,1ZLX, 1NXX, 1SAS 

All except PSA’s that start 
with “X’ and “Z” 

A, C, D, 
E, G, H 

All ESG's except A2, N1, 
N2, N3, S1, X2, Z1 & Z2 

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

E, G, H 
All ESG's except A2, N1, 
N2, N3, S1, X2, Z1 & Z2 



Payroll Concepts Manual 
 

79 | P a g e  
 

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 C 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 30th 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 

 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 

 The following absence reasons are valid for PNWD: 
 Any legal or school holiday 
 Illness 
 Vacation 
 Personal Necessity 
 Kin Care 
 Jury Duty Service 
 Bereavement 
 Other absences permitted under Article XIII of the Unit F Agreement, 

except industrial injury/illness and family care leave other than one’s own 
serious health condition. 

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

 
Carry Over 

 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 1st. 

 
Payout 

 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.  

 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. 

 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 

PA = 1AOX, 1SAS 
& 1SAX 

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

 
C, G 

All ESG's except A2, N1, N2, N3, 
S1, X2, Z1 & Z2 

 

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

• 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. 

• Compensatory time cap is at 195 hours per year. 
• Once employee reaches the 195 maximum of compensatory time, the employee 

will automatically be paid overtime. 
• An employee who does not want compensatory time-off may elect to receive 

regular overtime pay. 
• 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. 

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

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

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

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

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

• 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 

 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 
quarter. A part-time person is someone who works less than seven (7) hours per 
day. 

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

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

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

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

 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. 

Average Assignment Hours:    
z

A

n

i
i

A
 1  

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. 

 Average Working Hours:   
z

PDMSRG
W

)( 
  

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

minutes [ 83.0 AW (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 5.5 5.5 5.5 

Rprt Hrs RG 6 RG 1  
IL 3 

IL 4 UP 4 RG 5 Off Off VA 4 VA 
5.5 

RG 6 MS 4 

 

5.4
9

5.40

9

5.55.55.5444444



A Hours 

 

4.4
5

22

5

46516
 =  W 


Hours 
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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 

1CXX 

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

  
 

22305804 = Area Bus Supervisor  
22305806 = Assistant Area Bus Supervisor  
22305826 = Heavy Bus Driver  
22305861 = Light Bus Driver  
22305864 = Light Bus Driver 

 
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 1st) 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.  

 

  



Payroll Concepts Manual 
 

86 | P a g e  
 

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: 

 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. 

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

 
Length of Military Leave 

 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. 

 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: 
 

 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 
qualified at the salary to which the employee would have been entitled. 

http://achieve.lausd.net/Page/2135
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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 illness 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 
IT0008 (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 to represent the record for the employee’s hourly rate or 
salary amount. LAUSD only uses subtype “0” 
 
Reason – An indicator as to why IT0008 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 

ZZ 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 UD 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 ZZ 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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IT0008 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. 
 

 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 IT0014 

1102 U-A Sworn Intermediate Cert 5% CL/SM IT0014 

1103 U-A Sworn Advanced Cert 8% CL/SM IT0014 

1104 U-A SSO Safety Cert 2% CL/SM IT0014 

1106 U-H SSO Safety Cert 2% CL/SM IT0014 

1107 U-H Sworn Intermediate Cert 3% CL/SM IT0014 

1108 U-H Sworn Advanced Cert 7.5% CL/SM IT0014 

1109 U-H Sworn Supervising Cert 9% CL/SM IT0014 

1110 U-H Sworn Management Cert 9% CL/SM IT0014 

1318 Scarcity Differential 20% CL IT0014 

1319 4% Salary Differential CL IT0014 

1321 Additional 4% Salary Diff CL IT0014 

1370 0903 Diff Natl Board Cert CE IT0014 

 

 
Fixed rate differentials from Infotype 14/15 
 

WT DESCRIPTION PAYROLL AREA INFOTYPE 

1006 Bilingual(SPK,RD,WRT) CL/SM/CE (TA's only) IT0014 

1008 Bilingual (SPEAK ONLY) CL/SM/CE (TA's only) IT0014 

1015 Teacher Assistant Diff-V CE IT0014 

1038 Notary Public Diff-Y CL IT0014 

1046 BAL-SSO 10 yrs Longevity U-A CL/SM IT0014 

1047 BAM-SSO 15 yrs Longevity U-A CL/SM IT0014 

1048 BAN-SSO 20 yrs Longevity U-A CL/SM IT0014 

1049 BAO-SSO 25 yrs Longevity U-A CL/SM IT0014 

1050 BAP-SSO 5 yrs Longevity U-A CL/SM IT0014 

1051 BAS-PSA 10 yrs Longevity U-A CL/SM IT0014 

1052 BAT-PSA 15 yrs Longevity U-A CL/SM IT0014 

1053 BAU-PSA 20 yrs Longevity U-A CL/SM IT0014 

1054 BAV-PSA 25 yrs Longevity U-A CL/SM IT0014 

1055 BAW-PSA 30 yrs Longevity U-A CL/SM IT0014 

1059 BBA-10 yrs Longevity U-B CL/SM IT0014 

1060 BBB-15 yrs Longevity U-B CL IT0014 

1061 BBC -20 yrs Longevity U-B CL IT0014 

1062 BBD- 25 yrs Longevity U-B CL IT0014 
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WT DESCRIPTION PAYROLL AREA INFOTYPE 

1063 BBE-30 yrs Longevity U-B CL IT0014 

1064 BCA-10 yrs. Longevity U-C CL/SM IT0014 

1065 BCB-15 yrs. Longevity U-C CL/SM IT0014 

1066 BCC-20 yrs Longevity U-C CL/SM IT0014 

1067 BCD-25 yrs Longevity U-C CL/SM IT0014 

1068 BCE-30 yrs. Longevity U-C CL/SM IT0014 

1069 BDA-10 yrs. Longevity U-D CL IT0014 

1070 BDB-15 yrs. Longevity U-D CL IT0014 

1071 BDC-20 yrs. Longevity U-D CL IT0014 

1072 BDD-25 yrs. Longevity U-D CL IT0014 

1073 BDE-30 yrs. Longevity U-D CL IT0014 

1074 BEA-10 yrs. Longevity U-E CL/SM IT0014 

1075 BEB-15 yrs. Longevity U-E CL/SM IT0014 

1076 BEC-20 yrs. Longevity U-E CL/SM IT0014 

1077 BED-25 yrs. Longevity U-E CL/SM IT0014 

1078 BEE-30 yrs. Longevity U-E CL/SM IT0014 

1079 BEF-35 yrs. Longevity U-E CL/SM IT0014 

1080 BSA-10 yrs. Longevity U-S CL IT0014 

1081 BSB-15 yrs. Longevity U-S CL IT0014 

1082 BSC-20 yrs. Longevity U-S CL IT0014 

1083 BSD-25 yrs. Longevity U-S CL IT0014 

1084 BSE-30 yrs. Longevity U-S CL IT0014 

1085 BZA-10 yrs. Longevity U-Z CL IT0014 

1086 BZB-15 yrs. Longevity U-Z CL IT0014 

1087 BZC-20 yrs. Longevity U-Z CL IT0014 

1088 BZD-25 yrs. Longevity U-Z CL IT0014 

1089 BZE-30 yrs. Longevity U-Z CL IT0014 

1090 BHA-10 yrs. Longevity U-H CL/SM IT0014 

1091 BHB-15 yrs. Longevity U-H CL/SM IT0014 

1092 BHC-20 yrs. Longevity U-H CL/SM IT0014 

1093 BHD-25 yrs. Longevity U-H CL/SM IT0014 

1094 BHE-30 yrs. Longevity U-H CL/SM IT0014 

1095 BHJ Sworn Supervising Cert U-H CL/SM IT0014 

1096 BHK Sworn Advanced Cert U-H CL/SM IT0014 

1097 SGT/LT 7 yrs Longevity U-H CL/SM IT0014 

1098 BLA- Intermd Post Cert CL/SM IT0014 

1099 BLB - Adv. Postt CL/SM IT0014 

1105 BH1-5 yrs Longevity U-H CL/SM IT0014 
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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. 35 da 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 IT0015 

1200 Coach Stipend $2500 CE IT0015 

1220 Master Teacher Stipend CE IT0015 

1305 CSMP Stipend CE IT0015 

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 IT0015 

1332 0965 Diff Bilingual CE IT0015 

1340 Diff UCTP CE IT0015 

1342 0978 Diff Bilingual CE IT0015 

1343 0981 Diff Bilingual CE IT0015 

1350 Stipend BCC Cult Cmp CE IT0015 

1352 Stipend BCC Meth/Cmp CE IT0015 

1353 Prof Dev/Train Stip CE IT0015 

1355 0991 Diff Bilingual MP CE IT0015 

1357 0994 Diff Bilingual MPRt13 CE IT0015 

1358 0995 Diff Bilingual MPRt14 CE IT0015 

1364 8884 Diff Bilingual MP CE IT0015 

1366 Master plan Level A CE IT0015 

1367 8886 Diff Bilingual MP CE IT0015 

1385 Stdt Wrkr CAHSEE Stipend CE IT0015 

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 IT0015 

1406 Math Stipnd Train/ProfDev CE IT0015 

1407 Diff Activity Rate 6 CE IT2010 

1409 Stipend/Training CE IT0015 

1410 Diff Activity Rate 7 CE IT2010 

1411 BTB Stipnd Train/ProfDev CE IT0015 

1423 8809 Stipnd Mntor Prn Rt1 CE IT2010 

1424 8810 Stipnd Mntor Prn Rt2 CE IT2010 

1429 8826 NBPTS Incent Tch LPS CE IT0015 

1430 Diff PAR Program CE IT0015 

1432 Diff Support Provider CE IT0015 

1460 8860 Diff. Bilng Mstr Plm CE IT0015 

1461 8861Diff. Bilng Mstr Plm CE IT0015 

1462 8862 Diff. Bilng Mstr Plm CE IT0015 

1464 8864 Diff. Bilng Mstr Plm CE IT0015 

1465 8865 Diff. Bilng Mstr Plm CE IT0015 

1501 Advance Placement CE IT2010 

 

Job-based differentials initialized with Payroll 

 

 

 

Master’s and Doctorate differentials 

  

WT DESCRIPTION PAYROLL AREA  

1320 Diff, Temp Advsr CE Job code 

1322 8850 Diff Instruct Coach CE Job code 

WT DESCRIPTION PAYROLL AREA INFOTYPE 

1301 Masters Degree CE/CL IT0014 

1323 Doctorate Degree CE/CL IT0014 
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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 

2MSX, 2USX, 2UTE, 
2UTK 

B***, C***, E***,  
Except the ones that start with ‘X’ 
and ‘R’ 

All ESG’s except S1, T1, 
Z1, Z2 

 

 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 

 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. 

 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. 

 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. 

 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:  

 Earnings- This amount represents the dollars earned based on the actual hours 
paid (for the assigned calendar) multiplied by the effective contract hourly rate.  

 Paid- This amount represents the actual dollar amount paid including the monthly 
salary payment and any salary spread amount.  

 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 Illness 

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:  

 A contract hourly rate of $49.02 (since $60,000 per year/1224 hours per year = 
$49.02 an hour) and  

 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 
the contract rate 
 

= (93*$49.02) +(3*.5*$49.02) 
 

= $4558.82+$73.53 
 

=$4632.35 

=$5,000 monthly salary – 3 hours @ half of the 
contract rate 
 

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

=$5,000-73.53 
 

=$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 
time 
 

= (36*$49.02) + 0 
 

=$1,764.41 

=$5,000 monthly salary – 30 hours unpaid 
time 
 

=$5,000-(30*$49.02) 
 

=$5,000-$1,470.59 
 

=$3,529.41 

 

Paid-As-Worked 

An employee is paid-as-worked for the following reasons: 

 The employee is classified (with the exception of salaried employees).  

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

 The employee is not following a District published calendar.  

 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.  

 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 

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

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

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

 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. 

 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. 

 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. 

 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. 

 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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 An employee may advance one step per school year up to Step THR03 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. 

 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. 

 A new physician and dentist are assigned on the first step of the salary table. 

 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 

 The rates indicated reflect annual and monthly salaries.  

  An eligible employee allocated to the Special Services Salary Table shall receive 
a career increment differential because of longevity of service. 

  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. 

 The salary rates indicated on the G Salary Table reflect annual and monthly 
salaries.  

  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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 An elementary, secondary school principal and an assistant principal may be 
eligible to receive responsibility differentials based on student enrollment, 
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. 

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

 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: 

 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. 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/ 

 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. 
 

http://achieve.lausd.net/PC
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Bilingual 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: 

 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 

 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: 
1. Federal and State Withholding Tax 
2. Medicare Tax, if applicable 
3. Social Security Tax, if applicable 
4. State Disability Insurance, if applicable 
5. Retirement Contributions (STRS, PERS, PARS) 
6. Agency Fee 
7. Fingerprints, if applicable 

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: 

 Claim fewer allowances than entitled to or claim zero allowances on line 4 of the 
W-4 card. 

 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. 

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

 Employees hired or rehired after April 1, 1986 (Medicare only) 

 Certificated employees hired prior to April 1, 1986 and elected Medicare 
coverage in September 2001 

 PERS members who contribute to Social Security 

 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. 

 Deduction is computed at 6.2% of true gross (including overtime, TSA, 
differentials) 

 District pays matching 6.2% towards the fund 

 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. 
5. 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. 
 

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

 Salary from a regular assignment up to 173.33 hours per month 

 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). 
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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. 
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 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 
www.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 
 

 
 
 
  

http://www.utla.net/
http://www.aala.us/
http://www.laspoa.com/
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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.  
III. 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. 

 
 

  

http://www.teamsters572.org/
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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 

 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. 

 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. 

 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 email 
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. 

  

mailto:benefits@lausd.net
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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: 

1. Delinquent Taxes – Federal, State, Property Tax 
2. Child Support/Alimony 
3. Unpaid Vehicle Registration/ Court Ordered Debt Collection 
4. Unpaid Student Loans 
5. Civil Judgments 

 
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 1st floor. 
 
A release, termination, or modification of the order by the issuing agency can be mailed 
to Payroll Administration at 333 S. Beaudry Ave 27th 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: 
1. Expedites delivery of salary  
2. Eliminates risk of loss or theft of salary warrant. 
3. Avoids the inconvenience and responsibility of handling salary warrants. 
4. Cuts down on bank visits in order to make a deposit 
5. Assures bank deposit and access to funds even if you are unavailable, on illness 

leave, unassigned, or vacation. 
6. Helps the District reduce expenses and become a more environmentally-friendly 

institution 

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).  
 

 
 

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). 
 

http://achieve.lausd.net/payroll
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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 II 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. 

6. Faxes and e-mails are not accepted. 
7. An employee may also walk in to Payroll Customer Services (PCS) located on 

the 1st 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: 

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 

 No monthly maintenance, minimum balance or reloading fees 

 Receive your pay on time, every time – no matter where you are 

 Withdraw your entire pay or Cash Out from a CCU ATM or bank branch free of 
charge 

 No checking account or membership required 

 Access to over 28,000 fee-free ATMS nationwide 

 Make purchases anywhere the Visa® logo is accepted - including online 
transactions 
 

Enrollment is easy. Simply visit www.ccupaycard.org or pick up an enrollment form 
from Payroll Customer Services, or any CCU branch.  
 

http://www.ccupaycard.org/
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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. 
 
 
  

https://selfservice.lausd.net/
https://selfservice.lausd.net/
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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:  

 Driver’s license  

 California ID or Other State ID  

 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. 

  

https://selfservice.lausd.net/
http://achieve.lausd.net/Page/1545
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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  

 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: 

1. View Time Statements 
2. View Online Pay Stubs 
3. Update Tax Withholding for W-4 (Federal) and DE-4 (State) 
4. Update Address 
5. Reprint of W2 starting calendar year 2012 

 

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 
website?  

Email payrollsupport@lausd.net 

Operating System and Browser 
Requirements for Employee Self 
Service Website 

Read Operating System and Browser Requirement  

Time Statement Help 

Step by Step Instruction / Job Aid 1. Click Time Statement link in Home Page  
2. Your Time Statement for current month appears.  
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 

http://achieve.lausd.net/Page/4662
mailto:payrollsupport@lausd.net
https://selfservice.lausd.net/irj/servlet/prt/portal/prtroot/com.sap.km.cm.docs/documents/ESS08/ess_system_requirements_0_.pdf
https://selfservice.lausd.net/irj/servlet/prt/portal/prtroot/com.sap.km.cm.docs/documents/ESS08/job_aid_time_statement.pdf
https://selfservice.lausd.net/irj/servlet/prt/portal/prtroot/com.sap.km.cm.docs/documents/ESS08/FAQ_time_statement.pdf
https://selfservice.lausd.net/irj/servlet/prt/portal/prtroot/com.sap.km.cm.docs/documents/ESS08/troubleshooting_time_statement_0_.pdf
https://selfservice.lausd.net/irj/servlet/prt/portal/prtroot/com.sap.km.cm.docs/documents/ESS08/ESS%20PAY%20STUB%20JOB%20AID.pdf
https://selfservice.lausd.net/irj/servlet/prt/portal/prtroot/com.sap.km.cm.docs/documents/ESS08/Paystub%20FAQ.pdf
http://achieve.lausd.net/Page/4662
http://achieve.lausd.net/cms/lib08/CA01000043/Centricity/Domain/326/GENERAL%20FORMS/SERVICE%20REQUEST%20FORM.pdf
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Latest Payroll Information (Payroll 
Customer Services Hours, Payroll 
Calendar)  

Visit Payroll Website 

Change Tax Withholdings for W-4 and DE-4 

Step by Step Instruction  1. Click Tax Withholdings for W-4 and DE-4.  
2. Most recent California and Federal Tax Withholdings are 

displayed.  
3. Click "Edit" button to change your Tax Withholdings.  
4. Read the provided document from IRS.  
5. Click the message pop-up box in order to continue.  
6. Place check mark in “Declaration Box” and click 

“Review” to continue.  
7. Click “Save” button to save the changes.  

 

Read Job Aid for detailed instructions. 

Problems changing your Tax 
Withholdings? Questions?  

Fax the Service Request form to (866)761-7413 and call 
Payroll Customer Services at (213) 241-2570  

Latest Tax Information  Visit Tax Information of Payroll Website.  

Change of Address Help 

Step by Step Instruction  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 

Problems changing your address? 
Questions?  

Call ITD Services Desk 213-241-5200 option 6 and then 
option 7. You may also call Payroll Customer Services at 
(213) 241-2570.  

W2 Help 

Step by Step Instruction  1. Click W2 Reprint link in Home page.  
2. Your W2 can be reprinted from 2011-2015.  

 

Read Job Aid 

Questions on W2 or W2-Corrections?  Visit W2 section of Payroll Website.  

  

 

 

 

http://achieve.lausd.net/payroll
https://selfservice.lausd.net/irj/servlet/prt/portal/prtroot/com.sap.km.cm.docs/documents/ESS08/W4%20DE4%20Job%20Aid.pdf
http://achieve.lausd.net/cms/lib08/CA01000043/Centricity/Domain/326/GENERAL%20FORMS/SERVICE%20REQUEST%20FORM.pdf
http://achieve.lausd.net/Page/1090
https://selfservice.lausd.net/irj/servlet/prt/portal/prtroot/com.sap.km.cm.docs/documents/ESS08/ESS%20Address%20Change%20Job%20Aid.pdf
https://selfservice.lausd.net/irj/servlet/prt/portal/prtroot/com.sap.km.cm.docs/documents/ESS08/ESS%20W-2%20Reprint%20Job%20Aid%20v2.pdf
http://achieve.lausd.net/Page/1090
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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: 

 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@lausd.net  

 

*Please include name and employee number on all written request. 

  

mailto:payrollsupport@lausd.net
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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) 
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DAY-TO-DAY SUBSTITUTE INFORMATION 

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, Z1 &Z2 

2MSX BSXX S1, Z1 &Z2 

2MSX EGXX S1, Z1 &Z2 

2MSX ESXX S1, Z1 &Z2 

2USX BFXX S1, T1,Z1 & Z2 

2USX BGXX S1, T1,Z1 & Z2 

2USX BSXX S1, T1,Z1 & Z2 

2USX CFXX S1, T1,Z1 & Z2 

2USX CGXX S1, T1,Z1 & Z2 

2USX CSXX S1, T1,Z1 & Z2 

2USX EFXX S1, T1,Z1 & Z2 

2USX EGXX S1, T1,Z1 & Z2 

2USX ESXX S1, T1,Z1 & Z2 

2UTE CFXX S1, T1,Z1 & Z2 

2UTE CGXX S1, T1,Z1 & Z2 

2UTE CSXX S1, T1,Z1 & Z2 

2UTK BFXX S1, T1,Z1 & Z2 

2UTK BGXX S1, T1,Z1 & Z2 

2UTK BSXX S1, T1,Z1 & Z2 

2UTK CFXX S1, T1,Z1 & Z2 

2UTK CGXX S1, T1,Z1 & Z2 

2UTK CSXX S1, T1,Z1 & Z2 

2UTK EGXX, ESXX S1, T1,Z1 & Z2 
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Appendix C: Annualization Formulas 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

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 * Z) 

 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. 

Rate Calculations 
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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 – Y) ,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) 

CASBO Calculation 

Input: 

 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)   

 

 

 

 

 

 

Late Starter Spreading 
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Input: 

 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 0 it is replaced with 1 in the formula. 

 

 

 

Projected Z-time 

 

 

 

 

 

 

 

Input: 

 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 – Z) * (B – A/S) / (D + 1) 

 

FTE is the field from Infotype 0007 and when it is 0 it is replaced with 1 in the formula. 

 

Salary Spreading 
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Input: 

 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) 

 

 

 

 

Settlement Spreading 
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Appendix D: Vacation Accrual Rates 
VAC  
COD

E 
A I I C C F B B D E G H J K N M 

Accr
ual 

Rate 

0.09
232 

0.08
462 

0.0
846
2 

0.0
766
3 

0.0
769
3 

0.0
692
3 

0.0
769
3 

0.0
769
3 

0.0
730
8 

0.0
692
3 

0.0
653
9 

0.0
615
5 

0.0
577
0 

0.0384
6 

0.040
87 

0.0
43
79 

Distri
ct 

Year
s of 

Servi
ce 

Exec
utive 
Clas
ses 

24 
and 
up 

24 
and 
up 

19 
and 
up 

19 
and 
up 

0 -
18 

19 
and 
up 

19 
thr
u 
23 

18 17 16 15 
4-
14 

0-3 
< 35 

hrs/wk 
> 40 

hrs/wk 

0-3 
37.50 

- 
39.50 
hrs/wk 

0-3 
35 
- 

37 
hrs
/wk 

1AOX       x 
 

x x x x x x x x 

1AP
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 

1LAX x  
  

            

1LJX x  
              

1LMX x  
              

1LVX x  
              

1NAX                 

1NXX                 

1SAS       x 
 

x x x x x x x x 

1SAX       x 
 

x x x x x x x x 

1SLL x  
              

1SLX        x 
 

x x x x x x x x 

1SXX       x 
 

x x x x x x x x 

1VAC x  
              

1VAD x  
              

1VEX x  
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VAC  
COD

E 
A I1 I2 C3 C4 F B B5 D E G H J K N M 

Accr
ual 

Rate 

0.09
232 

0.08
462 

0.0
846
2 

0.0
766
3 

0.0
769
3 

0.0
692
3 

0.0
769
3 

0.0
769
3 

0.0
730
8 

0.0
692
3 

0.0
653
9 

0.0
615
5 

0.0
577
0 

0.0384
6 

0.040
87 

0.0
43
79 

Distri
ct 

Year
s of 

Servi
ce 

Exec
utive  
Clas
ses 

24 
and 
up 

24 
and  
up 

19 
and 
up 

19 
and 
up 

0 -
18 

19 
and 
up 

19 
thr
u 
23 

18 17 16 15 
4-
14 

0-3 
< 35 

hrs/wk 
> 40 

hrs/wk 

0-3 
37.50-
39.50 
hrs/wk 

0-3 
35 
- 

37 
hrs
/wk 

1VJX x   
             

1VSX x   
             

1VVX x   
             

1YLX x   
             

1ZDX       x  x x x x x x x x 

1ZLX x   
             

1ZSX       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 

1 2U* & 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 2M* effective after 7/1/14 

3 2U* & 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 
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1 2M* effective after 7/1/14 

Appendix E: Illness Projection Values by Personnel Subarea 

Personnel 
Subarea 

Personnel Subarea Description  
No of 
Days 

6/DAY 
0.05 

(Accrual 
Factor) 

8/DAY 
0.05 

(Accrual 
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 
AJXX 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 
CFXX C-Basis/ Four-Track  204 1224 61.20 1632 81.60 
CGXX General Calendar/ C-Basis 204 1224 61.20 1632 81.60 
CJXX 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 
FFXX 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 

1LJX JJ-Classified Management (AALA) I 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 

1NXX 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 

1VJX 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 
YL- Program Analyst IAU, Director of Budget 
Financial Policy and Director of Ed. Policy 

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 
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Appendix H: Overtime Policy – Classified Employees (BUL-5996.0) 

 



Payroll Concepts Manual 
 

160 | P a g e  
 

 



Payroll Concepts Manual 
 

161 | P a g e  
 

 



Payroll Concepts Manual 
 

162 | P a g e  
 

 



Payroll Concepts Manual 
 

163 | P a g e  
 

Appendix I: Documentation for Employees Paid from Federal and State 

Categorical Programs (BUL 2643.6) 
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Appendix J: Mapping of Personnel Area to Bargaining Unit 
Personnel 

Area 
Personnel Area Description  Affiliated Bargaining Union 

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 

1LJX JJ-Classified Management (AALA) I AALA 

1LMX LL-Classified Management District Represented 

1LVX VE-Executive Officer, Board of Education  Non-represented 

1NAX NN-Safety (Security Officer) Non-represented 

1NXX 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 

1VJX JJ-Classified Management (AALA) High AALA 

1VVX VV-Classified Exec Management District Represented 

1YLX YL-Program Analyst IAU, Director of Budget & 
Financial Policy and Director of Ed. Policy 

District Represented 

1ZDX ZD-Bargaining Unit D Confidential District Represented 

1ZLX ZZ-Classified Confidential O/T Exempt District Represented 

1ZSX 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 

9NEX 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)   
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Appendix N: Elimination of Advance Reporting of Hours, Mileage and 

Differential Pay (BUL-6053.1) 
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Appendix O: Longevity Salary Increment (PC Rule 580) 
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Appendix P: Voluntary Deductions Schedule 
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Appendix Q: District Policy for Travel and Attendance at Conferences, 

Conventions, or Meetings (BUL-5525.1) 
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Appendix R: New Certification of Absence Forms (BUL-6307.3)   
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Appendix S: Reporting Paid Sick Leave for Substitute/Temp Eligible 

Employees (REF-6528.1) 
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Appendix T: Legally-Mandated Paid Sick Leave for Eligible Employees 

(BUL-6529.1) 
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