Extended Illness

Payroll Information

Classified
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 up to 100 days in a school year. If you wish to use vacation days after you have exhausted your sick leave, you must contact Payroll at ex 3593. 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.

Estimated Salary Advance (ESA) on the 25th –

If you are on differential pay, we may need to reduce or cancel your ESA on the 25th. Please contact Linda in Payroll if you have questions about your ESA.
Monthly Employees

Daily Rate – To determine the daily rate for a classified monthly employee, take their monthly rate and divide by 21.66666.

Example: Jane with a monthly rate of $3000 ÷ 21.66666 = $138.462 daily rate.

Differential Pay – when a classified monthly employee has exceeded their sick leave days, we deduct ½ of their daily rate for each working day they are out.

Example: Jane with a daily rate of $138.462 would be deducted $69.231 for each working day she is out.  

Deducting Differential Pay – 

Classified timesheets run the 21st
 of one month to the 20th 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. We do not deduct ½ pay for holidays.
Example: Jane’s timesheet has posted her absence from March 21st to April 20th. We have 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.

Hourly Employees

Differential Pay – when a classified hourly employee has exceeded their sick leave days, we pay their regularly scheduled working hours at ½ of their hourly rate for each working day they are out. Holidays are paid at full pay.
Example: Lucy who is scheduled to work 3.75 hours per day with an hourly rate of $13.462 would be paid $6.731 per hour differential pay for 3.75 hours per day for each working day she is out.  

Service Credit & Longevity – 

Unpaid leave or ½ pay may affect your service credit with CalPERS and unpaid leave totaling more than five days for the year will change your longevity date. Please contact CalPERS (calpers.ca.gov) for more information regarding your service credit.
Maternity Leave – 

Normally after the baby is born the doctor will 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 doctors note, we cannot pay sick leave or differential pay. If you choose to go on an unpaid child care or baby bonding 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

Linda Cates
Payroll



714-999-3593

Erin Baker

Payroll



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

Mestmakers




877-472-6722

New York Life




800-695-1272

Pacific Educators 




714-639-0962

The Standard




800-522-0406
