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CHARLOTTE I Ihs Frequently Asked Questions

Pay / Paystub Work Days and Hours
1) How is pay calculated? | thought | would get paid by the hours worked? 10) How do I report hours worked?
2) Where do | view my paystub information? I 1) What are the (paid) holidays that we are closed?

3) What does Section 3121 (on my paystub) mean?

Leave and Leave Forms:Vacation, Sick, Personal Miscellaneous
4) What is the process to request vacation? Personal time? Sick day? 12) Who do | contact for questions?

5) How are vacation and sick time calculated?

6) Where do | find the amount of sick time and personal time | have available?

Benefits and Retirement

7) How/When do | sign up for benefits?

8) What are the FRS (Florida Retirement System) rules if | am coming from a previous role that offered FRS?

9) Why is FRS (Florida Retirement System) deducted on my paystub and haven’t signed up for benefits?
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New Hire Onboarding
Frequently Asked Questions- Pay/Paystub

Equal 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)

Calculation:
Calendar Days * Hours per Day * Hourly Rate

26 pays

Example:

194 * 8 * $25.00= $38,800 = $1,492.31
26

* For Semi payroll divide by 24 pays.
* The days worked and check amounts may vary if you start late in the school year.
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2) Where do | view my paystub information?

Employee Online
Employees can access their paystubs in Employee Online, as well as many other valuable
resources such as:W-2s, Leave Tracking, Direct Deposit, Tax Withholdings.

Employee Online is found irI CIassLinki Employee Resources > Employee

nline

'- Employee Resources [@BusinessPlus Employee Online

¢ Employee Online Payroll

‘“. - ‘.-.-l
v
L
PR
CCPS Attendance CCPS Curriculum & Tax Withholdings
Folder INStruc...

Charlotte County
. Public Schools Direct Deposit
CCPS Insurance

h Leave Tracking
Enrollment - Payroll Information
ii

Check Stub
>
Information Click here to view
Champ’s Class Link  chjig Abuse Hotline S
|

— Welcome
'C_ )
X

Educational Employee
EDIS - Staff Technology Cl... Resources
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3) What does Section 3121 (on my paystub) mean?

3121 is a pre-tax deduction for substitutes.

A 3121 plan or “FICA alternative plan” is a plan for seasonal, part-time and temporary
employees that replaces Social Security, that provides retirement benefits, and has an
accrued benefit or receives an allocation under the system that is comparable to the

benefits the employee would have or receive under Social Security.

For more information visit:
https://www.keenan.com/Redirects/Keenan-Content/the-abcs-and-123s-of-312 1 -plans



https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.keenan.com%2FRedirects%2FKeenan-Content%2Fthe-abcs-and-123s-of-3121-plans&data=04%7C01%7Cbillien.mccowan%40yourcharlotteschools.net%7Cced0e31dd02b442b595008d9d4c1f1d0%7Caf24126fec6b4278bcfd687f209870d6%7C0%7C0%7C637774751721351568%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=DWhNse1U1aSfx%2FCS3ih3f17s6ayBGqmK7ae6jhcc7Do%3D&reserved=0
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This is a two step process (three steps if you are school site employee):

a) Communicate the request via email or phone with your administrator and site contact
that processes timesheets.

b) Request a substitute if you are a school site employee. This is done using SmartFind.
SmartFind is accessed in ClassLink, select Employee Resources, then select SmartFind.

c) Complete and sign a Leave form.
* Obtain a Leave form from your site contact that processes timesheets.
* This form is required to be signed by your administrator.
* This form is required to be submitted with timesheets to Payroll.



COLUNTY I\-Pub!ic Schools

New Hire Onboarding

Frequently Asked Questions- Leave & Leave Forms

Vacation and sick time accrue per below.

Sick Days

e Teachers:

4 Advanced Sick Days on |t Pay

* Classified Employee: 4 Advanced Sick Days after one month

*  From there forward:

| Sick Day after | full month worked
| Sick Day is Earned Monthly through February or March

(depending on calendar)

Vacation Days

| earned for each whole month worked

3 flex days for semi employees
e Must be used in whole day increments

* Flex days can change each school year

Only semi-monthly employees earn vacation

IMPORTANT: Personal time is a subset of sick time.

Personal time is charged against sick time.

Sick
Hours




lick here to return to
list of questions.
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6) Where do I find the amount of sick time and personal time | have available?

Employee Online
Leave time is viewable to all employees in Employee Online.

m@ BusinessPlus

In ClassLink, select:
Employee Resources

< Employee Online

CCPs :.;I:::;iame ! urriculu ] :;. AR, P — : I ax holdings 1 E'.':':-C Affon E m P I Oyee O n I I n e
=l Public SChools irect Deposi W
CCPS Insurance { i et Lo Tomdkin M e n U (tOP Ieft)

Enrollment Employee Online & y 2 — - TrT—— It Pa ro| I I nfo rmati on
o NS usinessPius 5
, Piman ot s Check Stub )’
1y Menu - Information Click here to view

Leave Tracking

d Champ's Class Link  cpiid abuse Hotline

Welcome

. . . . Sick
IMPORTANT: Personal time is a subset of sick time. Hours

Personal time is charged against sick time. \166\16



Click here to return toI
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7) How/When do | sign up for benefits?

Watch for the email
Employees will be notified via email when they become eligible and with instructions on signing up for benefits.

Employees in a benefits-earning position are eligible for group health insurance on the first day of the month
following forty-three (43) days of continuous employment.

For example, if your date of hire is August 6, you are eligible for coverage on October |.
It is important all new benefit eligible employees check their Charlotte County Public Schools email regularly for

time-sensitive communications regarding their benefit enrollment window. They will receive detailed instructions
on how to enroll using the Plan Source website (https://benefits.plansource.com/).

If you have questions after you have been notified you are eligible to sign up for benefits, contact your Human
Resources representative.


https://benefits.plansource.com/
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8) What are the FRS (Florida Retirement System) rules if | am coming from a previous
role that offered FRS?

There are termination requirements and reemployment limitations that affect your retirement benefit
if you are employed with FRS participating employers during the first 12 calendar months after
your DROP termination date.

* If you return to work during the first six calendar months after your DROP termination date,
you are not retired.Your retirement application is voided and you must repay all retirement
benefits.

* You may not receive both a salary and a retirement benefit in the same month during the
seventh through twelfth calendar months after your DROP termination date.

* Your retirement benefits are forfeited for the months you are employed by an FRS employer
during the reemployment limitation period.

For more information visit: https://[www.myfrs.com/Faq Rehires.htm
) 14
-l

T—

FRS o

Florida Retirement System



https://www.myfrs.com/Faq_Rehires.htm
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9) Why is FRS (Florida Retirement System) deducted on my paystub and
| haven’t signed up for benefits?

I'm retired and ...

The FRS requires all members (participating employers) to contribute 3% employee s ———
7 )

contributions. Employee contributions to FRS are required to be deducted pre-tax from
all employees.

Employee contributions are paid on a pretax basis.Your salary will be reduced by the
amount of the employee contribution before determining the federal income tax
deduction.

this is my ofFice!

For more information visit:
https://www.myfrs.com/Faq Employees.htm#employees?

Vi
a

T—

FRS

Florida Retirement System “


https://www.myfrs.com/Faq_Employees.htm#employees7
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10) How do | report hours worked?

Complete a Weekly Time Card to reflect hours worked. Below is an example ""'s TIMESHEET-
image. 5

Timecards are available from ClassLink, and from Business Plus Time Sheets’ Resources
link.
Contact your site contact that processes timesheets with any questions.

Charlotte County Public Schools Weekly Time Card .
Employee Position nEMI“nEn nnY!
School Site/Department Week Beginning Week Ending

PAF # (Monday) (Sunday)
EXTRA HOURS (AM] LUNCH EXTRA HOURS [PM) ol Y REMARKS
oay LA e e[ 2 .
START STOP START STOP START STOP HR:MIN | HR-MIN | Please insert abbresiations or commients below.
MON 7:40 AM|12:00 PM| 12:30 PM| 3:40 PM 7:30| 000
TUES 7:40 AM|12:00 PM| 12:30 PM|  3:40 PM| 3:45 PM)| 5:00 PM 7:30] 1:15
WED 6:00 AM| 7:00 AM| 7:40 AM|12:00 PM| 12:30 PM| 3:40 PM 7:30] 1:.00
THURS 7:40 AM|12:00 PM| 12:30 PMI|  3:40 PM| 3:45 PM| 5:00 PM 7:30] 115
FRI 7:40 AM|12:00 PM| 12:30 PM| 3:40 PM| 3:45 PM)| 5:00 PM 7:30] 1:15
BAT 0:00] 0:00
EUN 0:00] 0:00

TOTAL HOURS WORKED 37:30] 445 42:15 °
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| 1) What are the (paid) holidays that we are closed?

Employee calendars are available on www.CharlotteCountySchools.net.

S\
m ' COUNTYPuinc Schools

Home District Departments Schools Parents & Students Community Employees News Job Opportunities

On the website, select:

* Employees (drop down menu)

* Employee Resources

* Employee Calendars (from left menu)

EMPLOYEES HOME

Employees Home Re ulaI' SChOOl

Calendars ars

Employee Resources
Web Services

Teachers

2021-2022 -2
Florida Abuse Hotline
[ Regular School Calendar YA [ Early Head Start Calendar YA
Employee Calendars A 151 Day CHI_“W]{'”" : A 4 Year Round School Calendar A
4 185 Day Driver/Attendant Calendar A A 188 Day Yr Round Calendar A
" A 188 Day Calendar A 4 194 Day Yr Round Calendar A
Employee Evaluation A 194 Day Calendar A A 196 Day ¥Yr Round Calendar A
A 196 Day Calendar A 4 196 Day Classroom Teacher Yr Round
Ernnlouaa Ranafits 4 196 Day Classroom Teacher Calendar Calendar YA


http://www.charlottecountyschools.net/
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12) Who do | contact for payroll or benefit questions?

The school secretary or person that processes timesheets.

If there are additional questions they are unable to answer, please email:
* Benefit questions to: HR@ YourCharlotteSchools.net
* Payroll questions to: Payroll@ YourCharlotteSchools.net



mailto:HR@YourCharlotteSchools.net
mailto:Payroll@YourCharlotteSchools.net
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Summary of Frequently Asked Questions

_ Response

Pay / Paystub

Leave

1) How is my pay calculated?
| thought | would get paid by the hours
worked?

2) Where do | view my paystub information?

3) What does Section 3121 (on my paystub)
mean?

4) What is the process to request vacation?
Personal time? Sick day?

5) How is vacation and sick time calculated?

Equal Pay is:
o Annual salary spread evenly over the entire year.

o Same amount each pay day
(Regardless of number of days worked that pay period)
o Calculation: Calendar Days * Hours per Day * Hourly Rate

* For Semi payroll, divide
by 24 pays.

26 pays

Employees can access paystubs in Employee Online, as well as many other valuable resources such as:W-2s, Leave
Tracking, Direct Deposit, Tax Withholdings.

Employee Online is found in ClassLink > Employee Resources > Employee Online

3121 is a FICA Alternative Plan pre-tax deduction for substitutes. For more information visit:

This is a two step process:
a) Communicate the request via email or phone with your administrator and site contact that processes

timesheets.
b) Complete and sign a Leave form.
Sick Days Vacation Days
* Teachers: 4 Advanced Sick Days on |* Pay * | earned for each whole month worked
*  Classified Employee: 4 Advanced Sick Days after one month « 3 flex days for semi employees
* | Sick Day after | full month worked *  Must be used in whole day increments

* | Sick Day is Earned Monthly through February or March
(depending on calendar)


https://www.mymidamerica.com/employers/retirement-plan-solutions/3121-fica-alt-plan/
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2L Summary of Frequently Asked Questions

Question Response
P

o | 6) Where do I find the amount of sick time and Leave time is viewable to all employees in Employee Online.
(>3 personal time | have available? Employee Online is found in ClassLink, select Employee Resources, select Employee Online.
3 IMPORTANT: Personal time is a subset of (within) sick time.
Personal time is charged against sick time.
*E 7) How/When do | sign up for benefits? Employees receive an email when they become eligible to sign up for benefits.
Q *  Employees in a benefits-earning position are eligible for group health insurance on the first day of
E the month following forty-three (43) days of continuous employment.
g *  Employees sign up through the Plan Source website ( )-
)
& 8) What are the FRS (Florida Retirement System) There are termination requirements and reemployment limitations that affect your retirement
— rules if | am coming from a previous role that benefit if you are employed with FRS participating employers during the first 12 calendar months
e offered FRS? after your DROP termination date. For more information visit:
U=
o
0 | 9) Why is FRS (Florida Retirement System) deducted The FRS requires all members (participating employers) to contribute 3% employee contributions.
o) on my paystub and | haven’t signed up for benefits? For more information visit:
o | 10) What are the (paid) holidays we are closed? Employee calendars are available on
o
o
T | |1) How do | report hours worked? Timecards are available from ClassLink,and from Business Plus Time Sheets’ Resources link.
Contact your site contact that processes timesheets with any questions.
12) Who do | contact for questions? For any additional payroll or benefit questions contact your school secretary or person that
g processes timesheets.
E Additional contacts can be reached via email at:
. Benefit questions:

*  Payroll questions: c


https://benefits.plansource.com/
https://www.myfrs.com/Faq_Rehires.htm
https://www.myfrs.com/Faq_Employees.htm#employees7
http://www.charlottecountyschools.net/
mailto:HR@YourCharlotteSchools.net
mailto:Payroll@YourCharlotteSchools.net

New Hire Onboarding
Frequently Asked Questions

Thank You
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