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For Transportation



OUR  TEAM
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Victoria  
Marsh

Payroll Analyst
Started with CCPS
February  2020. She is a 
Lemon Bay  graduate, and 
proud to be a part of CCPS.

Emily
Lafond

Payroll Clerk
Started with CCPS 
December 2021. She is
excited to be a new a 
member of the payroll 
department.

McKenzie  
Joseph

Payroll Manager

Brenda  
Nease

Payroll Clerk  
Started with CCPS in

2004  she retired in 2019.
However, she missed all of  
so much she rejoined our  

department June 2020 as a  
Temp. , then full time in 

August 2021.



AGENDA
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• Deadlines

• Pay 

• Timesheets

• Leave / Personal Time

• Pay Stubs (Access & Reading)

• Resources



Timesheets
• Thursday: Submit all time information: Timesheet, leave forms, etc.

• Friday:   Your time information will be submitted to Payroll

• Monday:   Payroll begins processing 

Pay Schedule:
• Bi-Weekly:   Every Other Wednesday

• Semi:  7th and 22nd Each Month (unless stated otherwise)
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Deadlines
(Unless Requested Early)



PAY EXPLAINED
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oEqual Pay is:
o Annual salary spread evenly over the entire year.

o Same amount each pay day
(Regardless of how many days worked that pay period)

oCalculation:
Calendar Days * Hours per Day * Hourly Rate  

26 pays

Example:
194 * 8 * 27.38= $42,274.72 = $1,625.95

26

• For Semi payroll divide by 24 pays.



TIMESHEETS
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Time Card Reminders
 Work week change: Begins Saturday, ends Friday
 Signature: Blue or black ink ONLY; Signatures are REQUIRED
 Prevent Delay:  Incomplete timesheets will be returned for correction

Ensure the writing is legible (include full name)



LEAVE
Leave form must be completed, signed and submitted prior to leave

• Sick Days 
 4 Advanced Sick Days after one month
 1 Sick Day is Earned Monthly, Accruals stop in February

• Sick Leave Transfer
To family or non-family
A Doctor note is required
Only after all other leave has been exhausted
Number of days MUST be on the form 
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Vacation Days (only 251 employees)
Cannot be used the first 6 months of 

employment
 1 earned for each whole month worked



PERSONAL TIME
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Personal Days are:
• Charged to sick (personal days come out of sick and personal)
• Not additional days given to employees, they are a subset of sick days

Employees:
• Allocated 6 personal days per year.
• Does not rollover (non-cumulative)
• Can not use personal leave if they do not have sick hours equivalent to the time requested

Sick 
Hours
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oLogin to ClassLink

oLocate the Employee Online App

oLogin using your district credentials

6 Payroll

Accessing a Paystub
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oAfter login, the welcome screen appears

oClick the menu drop down
Select Payroll Information

oUnder Check Stub,
select ‘Click here to view’

6 Payroll

Accessing a Paystub



11

Accessing a Paystub

oAvailable paystubs are listed

oLinks to pay schedules are 
located here also.

oTo view a paystub, click on the blue check number.
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Reading a Paystub
oThis is what a paystub looks like in Employee 

Online

oEmployee 
Paid 
Benefits

oAfter-Tax 
Deductions

oBank 
Informatio
n

oWages

oTaxes

oPre-Tax 
Deductions

oWage Summary

oLeave 
Information

oAdditional
Information
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Reading a Paystub
WAGES = All Earnings

This example has a 
• Wellness Credit, 
• Café Contribution (the district’s contribution toward your health 

benefit costs)
• Contract Paid

The year to date will show the calendar year to date earnings (January-
December)
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Reading a Paystub
TAXES = Your Elections for tax withholdings 

(Married, Single, and any additional withholdings elected)

Under description you will see 
• FIT (Federal Income Tax) 
• FICA (Federal Insurance Contribution Act/Social Security)
• MEDICARE 

Displayed is the total check amount and the calendar year to date
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Reading a Paystub
EMPLOYER PAID BENEFITS = Paid by the district on your 

behalf
• Taxes (FICA)
• Retirement (FRS)
• Workerscomp
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Reading a Paystub
AFTER TAX DEDUCTIONS = Any additional withholdings 

you’ve elected
This example shows:
• WASH NAT (Washington National Insurance)
• FTP NEA (Union Dues)
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Reading a Paystub
WAGES SUMMARY =  A summary of the categories

• Gross Wages
• Pre-Tax Deductions

• Taxes
• After-Tax Deductions
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Reading a Paystub
BANK INFORMATION = Where your check was direct 

deposited
This example was sent to Suncoast Credit Union.  You can also see the dollar 
amount of the deposit.
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Reading a Paystub
LEAVE INFORMATION = 

• Type of Leave
• Balance prior to this paycheck
• Earned time
• Used time
• Ending Balance

*Reminder: Personal time is charged to Sick 
(It’s not an additional amount of time, but an allocation, or subset, of your 
available sick time.)
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Reading a Paystub
ADDITIONAL INFORMATION =

• Hourly Rate (Degree incentive is included here)
• Step
• Incentive (i.e. Longevity, Driver Trainer)
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Reading a Paystub
• All paystubs are available in Employee Online

• Print or Save:  Click the PDF button (top right 
corner)Hourly Rate
• A copy will download to your computer. 

Open it, then save a copy or print from the PDF tools

07/2022



RESOURCES AND TIPS
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o Any banking institution

o All employees must be on direct deposit

https://www.yourcharlotteschools.net/domain/19



Victoria  
Marsh

Payroll Analyst
Started with CCPS
February  2020. She is a 
Lemon Bay  graduate, and 
proud to be a part of CCPS.

Emily
Lafond

Payroll Clerk
Started with CCPS 
December 2021. She is
excited to be a new a 
member of the payroll 
department.

23

McKenzie  
Joseph

Payroll Manager
Started with CCPS July 
2015 at East Elementary 
as a principal secretary. 

She started in the payroll 
department October 2018. 

Brenda  
Nease

Payroll Clerk  
Started with CCPS in

2004  she retired in 2019.
However, she missed all of  
so much she rejoined our  

department June 2020 as a  
Temp. , then full time in 

August 2021.

Resources and Tips
Contact Information

941-255-0808
Payroll@YourCharlotteSchools.net



Thank You 
for All You Do
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