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Payroll preparation réquirementﬁ for "I'D‘;ﬁb
periods 7L° through: 121; o* this year are: aB foIIov_rs

I I
R

All Teachers paid on'a’ 10-mon_ basis'r:_(‘ :
removed from the payroll effective with close™of ‘bus
Removal on June 30 will be automatip;’ it -ig an. nete
unless the employee is bveing permanentl‘{y temw
from what is indicated ‘below. The fol}:w:l.ng *Hp—dq- a8
salary for teaching employees during tha remual pe:iod

.
A e g

g, M

Calendar Da.y Rate s .0714286 x. Biwee'kl*y Salary

" The "Normal Gross" on. your PEriod 6L payroll reg:ls _
.eachers will be the calculated salary -for payment through Junea}!) o

Division for Youth (01170)

Payment im.Administnation pa,yrqll ____
10 calendar days,  Since thik “payheﬁ&xi’e”‘f B
be taken. At the end ‘of“the_ period TR i
normally cancelled ;m reﬁovals will :be cﬂ.ﬁ%e’il&d

.._:_._‘

Institutions ST

Payment :L;n Institu‘i:ion payroll 'period 7L (Jlﬁﬂl-' 28» ]
calendar days. Health Iﬁsugance and all’ other deductfonﬁ*w”__
except: taxes, socilal sécuritylmedicare, retirémen 8x¢
arrears), involuntary ded‘uctions and deferred compe,n_ atign.

All teachers wh& elected:to- be pai@ ow: nha.ea e
code CAL) will remain on’the payroll in their regular”‘ij:ems
paid. Refer to the Salaty Manual," Part III page: _27 E:,i_
CAL teachers who may hav# had status changes sin&e Séptemb
to be removed from the payroll prior to August 31,.

e TR
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Payroll Bulletin No. P-g54 -2- June 15, 1990

TEACHERS WORKING SUMMER SERVICE

" Regular téacher items maj not be filled during July and August. All
payments to teachers for summer service must be charged to Temporary Service or

to spec}ﬁi'?lldcations.set up for this purpose.
A PR B faem @

Method '#f Payment
_ of Payment

Tt

" Telichers who work summer service must be paid at an hourly rate.
. Location pay should not be included in the calculation of the hourly rate of pay.
' Alsq;fﬁpﬁmegt may not be made for more than 40 hours in any one week.

-4i3 : :

) . Thie' Hourly rate is determined by dividing the annual salary by 1736, if
v services a;é:bh;formed in a tegching title. The hourly rate is determined by
. Hivi&;ng_thﬁ arinual salary by ZQOO{ if services are performed in a non-teaching

position, .7%%

. ... - Teachers who are required to work in the same or a different title and

" gfadé'%hall_rgéeive”summér service compensation as follows:

- 1. 5ﬁh§n services are performed in the same titled position or
Yany other position allocated to the same salary grade,

) ~ payment will be made at the hourly rate based on the annual

T '~Salary in the regular position. -

ST T 3! ir

2. When'services are performed in a position allocated to a lower
" grade than the regular position, payment will be made at the
‘hourly rate based on the annual salary at the job rate of the

: grade® of ‘the lower position or: at an additional longevity step
v Ifihe or. she would be eligible for such step upon appointment
< P9TE5 the lower grade.  However, the employee may not exceed the
. “*% 7 ‘ hburly rate of pay based on the anmual salary in his or her
B 53'“;ﬁgular position.

.. R NP ¥ e

¢
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- ﬁfﬁjf. ﬁﬂéﬁ services are performed in a position allocated to a higher
oy .'1gggdp,'payment will be made at the hourly rate based on the annual

ARG _Usalaﬁx he or she would recelve if ptomoted to the higher grade.

]

';;; fiﬁh-fNoTﬁ% fA.ﬂﬁai empldymen; letter is required for teachers working
P © §¥ gimer service in other tham their Tegular agency.

LS il . af *frInstru;tions,for Submission of PR-75's

The iﬁ#ttuqtidns for reporting summer appointments and summer payments
are in Chapterﬂc;fSeCtion 5 of the Agency Payroll Manual,
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Deductions g - A
_ An AC-1040 is necessary to re—start any 'deductions ¥HfcH have been
cancelled, if the employee wishes to continue them, If an etiployee was having
U.S. Savings Bonds deductions prior.to,removal, the deduction wilTl gontinue for
summer session payments. Direct ‘Deéposit will remain in effed¥ for shmher service
payments earned by an employee. in their own agency. D : :

Tawkglat . TR s

Since PEF dues are not takeqﬁduﬁiﬁgfthh summer, theé™Hgenty shof fee
cannot be started automatically by the Office of the State Compttoldet,
Therefore, an AC-1040 must be submitted to start the agency shop few:for
employees who should have the deduction. If a teacher is appointed”Eu¥.the
summer to an agency other than thé%rqgulgriagenby,-PEF agency shopjtgé will be
deducted automatically and the employee must request a refund fromithe-employee
organization. T R

Summer session appointme@géﬁaﬁd:summeg session payméﬁféi“_'gﬁé'reported
in Payroll Period 7L for employees on Institution payrolls (if-sebvite.is
performed on July I-11, 1990) and Period 7L for employees on Admindatrative

payrolls (if service is perfofmed‘quly 1-4, 1990).

Teachers with pay basis codes CAL and 10M who are employed:filletime for
the school year are now credited automatically with 12 months. ERS ré€ifement
service credit. Retirement service credit for teachers working led$.than
full-time is calculated based on actual time worked. During thé suier, the
payroll system will not report retirement service credit to the Employees'
Retirement System for employees with pay basis code CAL; only earnings and
retirement deductions will be reported. Agencies are required to report
retirement service credit (days worked) forvSummer-Service&@#?!&tiﬁﬁ#ﬁﬁﬁﬂﬁ‘fbf
teachers with pay basis code CAL who worked less than full-tims diirihg the schovol
year. (Do not report earnings.) . Form RS-2050, Retirement S&tvite’aitd Salary
Adjustments for ERS and P&FRS, should be used for this pu:pqse;.5Fﬁ¥mjﬂ5~2950”ﬁay
be obtained by calling ERS on (518) 474-1080. R

L -
TEACHERS BEING REMOVED -IN SEPTEMBER oS
A teaching employee who is being paid over the caléﬁ@%&*?galjﬁﬁb“wiil
not return in September must be removed effective on August 31. UeEtihe f
appropriate Group 2 removal transaction. The 14 day calenddt;hﬂéisﬂ{?bflﬁZBG x
Biweekly Salary) must be used in calculating salary due for the vemyval:period.

Division for Youth
Payment for Teaching employees. in
period 12L (August 30-September 12)
should be for 2 calendar days.

“y ; L

Institutions
Payment in Institution payroll
period 11L (August 23-September 5)
should be for 9 calendar days.
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TEACHERS BEING RESTORED IN SEPTEMBER

All 10-month Teaching employees with pay basis code 10M must be

reappointed to the payroll effective September 1, by the submission of PR-75
forms.

PR-75's must be submitted for teaching employees still on the payroll
with pay basis code CAL only if their original appointment was not permanent or
if they are not remaining in the same position.

AC~1040 forms als¢ must be submitted for deductions cancelled at the
time of remowal. {

Employees currently énrolled in Direct Deposit will automatically be
reactivated in the program when they return to the payroll in September.

Teaching employees currently have the option of receiving their salary
over 10 months or over the entire calendar year. . An employee electing to be paid
over the calendar year will be paid from September ! to August 31. When
appointing these employees in September, use pay basis code CAL and the factor
.038356 to compute the normal gross.

Thé‘lﬂ calendar day basis (.0714286 x Biweekly Salary) must be used in
calculating salary due for the restoration period for all teaching employees.

Tnstitutions
Restore Teaching employees in perioed llL
(August 23-September 5) for 5 calendar days.

Division for YOuth ' B '
Restore Teaching employees in period 12L
(August 30-September 12) for 12 calendar days.

Refer to Chapter C, Section 5 of the Agency Payroll Manual for
transaction codes and PR-75 block requirements for restoration of
teaching employees.

P



