Extended Illness

Payroll Information

Certificated Employees  

Employees who are absent from work due to illness or injury for more than 5 days are considered to be out on an extended illness. They should contact Human resources to fill out the appropriate leave form. Please fill out the attached absence slip beginning with your first day off to “open”. By leaving the absence slip open ended we will be able to use one absence slip for your entire time off. All extended illness leaves must have a doctor’s note authorizing their time off due to illness or injury. While under a doctor’s care, the employee will first use their accumulated sick leave. After the sick leave has been exhausted, payroll will automatically pay the employee differential pay as long as a doctor has authorized the extended illness. Please contact Human Resources and your site administrative assistant immediately when your doctor has authorized you to return to work.
Miscellaneous deductions - 

If you have exhausted your differential pay or if you are taking an unpaid leave, your miscellaneous deductions will no longer be paid through payroll deduction. If you wish to make arrangements to pay these deductions, please contact the companies listed on the reverse.
Daily Rate - Certificated employees are paid an annual contract. The amount they earn each day is determined by the number of duty days in their contract. 

Example: Betty, a teacher earns $60,000 per year. Her daily rate is $60,000 annually ÷ 185 duty days = $324.324.

Differential Pay – 

Certificated Teachers and Counselors when they have exceeded their sick leave, are deducted either the Substitute Pay *($140 for Teachers or $224 for Counselors) or ½ of their daily rate whichever is less. (*Some absent employees may have a laid off substitute or a contracted employee for their substitute and may be deducted ½ pay.) Differential pay will be paid up to 100 days per illness or injury. 

Example: Betty with a daily rate of $324.324 would be deducted the Substitute Pay $140 (as her substitute is paid from substitute salary schedule).

Certificated Administrators when they have exceeded their sick leave, are deducted the Substitute Pay which is 75% of Step 1 of their salary schedule or ½ pay whichever is less.

Deducting Differential Pay – 

Certificated timesheets run the 11th of one month to the 10th of the following month. If an employee is out of sick leave, they are deducted their differential pay on the days posted on the timesheet, except when an employee is out on an extended illness. If we know the employee’s absence will continue through the end the month, we will deduct differential pay through the end of the current month.

Example: Betty’s timesheet has posted her absence from March 11th to April 10th. Human Resources has a doctor’s note stating that she is out on a medical leave through June 1st. She was deducted differential pay through March 31st on the previous payroll. Therefore we would deduct differential pay for all of the working days in April.

Service Credit - 

Service Credit for CalSTRS employees is based upon the amount actually earned divided by the base salary. Betty Teacher with a base salary of $60,000 was deducted a total of 30 days of differential pay at $140 per day so her total actual earnings for the year will be $55,800. Her service credit for the year will be $55,800/$60,000 = 93.0%. If she earns additional pay for working extra assignments (home teaching, extended school year, coaching, etc), CalSTRS may add this pay to make up the lost wages and increase the service credit for the year. Please contact CalSTRS at CalSTRS.ca.gov for more information.
Maternity Leave – 

After the birth of a baby the doctor will normally authorize the illness leave for 6 weeks for a natural birth, 8 weeks for a C-Section. You will be paid sick leave or if sick leave is exhausted, differential pay for the 6 to 8 weeks. If your doctor authorizes you to be out longer than 6 to 8 weeks, please contact Human Resources immediately. Without a doctor’s authorization, we cannot pay sick leave or differential pay. If you choose to go on a baby bonding or an unpaid leave, please contact Human Resources immediately. All leaves must be approved by the Board of Trustees. 

Disability Forms-

If you have a voluntary disability plan through American Fidelity Assurance (afadvantage.com), The Standard (standard.com/cta) or AFLAC (Aflac.com) you may obtain claim forms at their websites. Please send the employer portion to payroll to complete.
Important Phone Numbers – 
Your Site Administrative Assistant

___________

Human Resources




714-999-2576

Phyllis Ticer
  Sr Payroll Tech

714-999-3592

Hermoly Ramirez
  Payroll Tech


714-999-5660
Erin Baker

  Payroll Supervisor

714-999-5693

Insurance Companies

AFLAC





800-992-3522
American Fidelity Assurance


800-365-9180

Conseco (Capitol American)


800-541-2254

Conseco (Massachusetts General)

800-234-3404

New York Life




800-695-1272

Pacific Educators 




714-639-0962

The Standard




800-522-0406
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