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How to get Payroll Forms from G-drive

> This PC *» nhboe_share$ (\\gwstorage) (G:) *> Office of Finance Folder

OFFICE OF FINAMNCE DOCUMENTS OM G-DRIVE
P.O FORMS, PAYROLL FORMS AND MORE

Step#l - Click Folder at the bottom of your computer

Step#2 - Double Click on G-Drive
‘g Local Disk (C3)

- USE Drive (E)

= ETCAREI [ gwtenm) (F)

= nhbae_shares [\\gwstorage] [G:

= =pps (\Vgwstorage] [k

== SIMRET.CRIMLEYS M\gwstoregehStaff_P3) [F:]

= se (Vgwterm] [

= geits Nogwstorage] [E)

Part of Step#2 — If you click the folder and don’t see G-Drive then go to
This PC below and the G-drive will be on you right.

Step#3 — Click on office of Finance Folder to get documents you need
including payroll Forms

Mervemiber Bth Training
Office of Finance Faolder
Orientaticn_rmaterials
FD

Personalized Leaming Symposium

DS

S
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Part-Time and Full-Time Staff Contact Information ar\ =l

NEW HAVEN PUBLIC SCHOOLS

All Staff are paid for Services performed according to Payroll Schedule. All forms and procedure
can be found on G_drive at > This PC > nhboe_share$ (\\qwstorage) (G) > Office of Finance Folder P/ease NOte.' a” Iate paer” WI// not

be processed until the following check date.

Recommendation for Hire must be submitted and approved before an employee can start. Once approved the

recommendation is emailed along with payroll forms to Supervisor/Principal with example of completing and submission of
Payroll.

Special funds Payroll Full Time ( 200 Orange St.)
Account # starting with 25* Jessica Criscuolo
Luz Rivera 203-946-8290 JCriscuo@newhavenct.gov
475-220-1380 LUZ.RIVERA@new-haven.k12.ct.us F/T Teacher and Para Payroll
Substitute Payroll

Simret Crimley Time' Accruals

475-220-1382 SIMRET.CRIMLEY@new-haven.k12.ct.us pension
S Direct Deposit

- W4 updates/Changes

General Fuhds/lnterdistrict Part-Time Payroll

Account # starting with: General Funds *190 Interdistrict 270* Note: you can view you p v Sl azt
— https://newhavenct.munisselfservice.com.
Nikki Constance

475-220-1339 NIKKI.CONSTANCE@new-haven.k12.ct.us

F/T Para Substitute voucher pay S—
Paraprofessional yearly incentives
F/T Teachers and Para Degree Changes


mailto:LUZ.RIVERA@new-haven.k12.ct.us

PART-TIME REQUEST PAYROLL PROCESS @ r\ =i

NEW HAVEN PUBLIC SCHOOLS

ALL PART-TIME POSITIONS SHOULD BE PLANNED IN ADVANCE AND DISCUSSED WITH
YOUR ASSISTANT SUPERINTENDENT.

*  Know you Budget
Make sure to follow the following Procedure

* Make sure you have Money in the Payroll line
* Degree must be with the Rec. If you paying the employee Degree rate.
* All Teacher Certifications must be up to date/not expired

RULES FOR ALL FUNDS: General, Interdistrict & Special

* Mo one is to begin work until the Requester has received written approval from Superintendent

s Part-Time staff should only work when students are in attendance...no one should be working P R I O R I O
on holidays, snow days, etc.

* Approvals are for current Fiscal Year only starting July 1% and ending the following June 30™.

General Fund Code begin with 190: S U B M I SS I O N

s Submit the completed Rec to Hire part -time Form to Nikki Constance in Business Office
# Time sheets and Pre-Runs Should be Submitted to her as well.

Interdistrict Funding Codes begin with 270:

s Submit the completed Rec to Hire part -time Form to Ann Casey in the Business Office.
* Timesheets and Pre-Runs should be submitted to Nikki Constance in the Business Office.

Special Funds Codes begin with 25:

s Submit the completed Rec to Hire part -time Form to Luz Rivera in the Business Office.
* Timesheets and Pre-Runs should be submitted to Luz Rivera & Simret Crimley in the Business
Office.



Payroll Rate Code and Rates =

Commonly Asked Questions

1. How can| tell one funding source from another? And where should | direct my questions?

General funds always starts with 190, Special Funds(grants) 25 and Interdistrict 270

2. How do | determine if a staff person is paid by General Funds, Interdistrict or Special Funds?

The funding cades are as follows
1590 General Funds
270 Interdistrict

2

uwn

Special Funds

3. What is the difference between Part Time payroll codes 50136 and 50156 and 501412

Rate

Code Job Title Rate Codes
700 |CERTIFIED TEACHER PART-TIME $32.00
702 |CERTIFIED TEACHER PART TIME (Summer) $32.00
700 |CERTIFIED TEACHER - FULL TIME $32.00
702 |CERTIFIED TEACHER - FULL TIME (Summer) $32.00
714 |CERTIFIED TEACHER FULL TIME Building leaders $32.00
704 |NON-CERTIFIED INSTR. BA OR BETTER $22.50
707 |NON-CERTIFIED INSTR. BA OR BETTER [Summer) $17.50
705 [skilled Worker- Non Degree tutors (Associate Degree) 15.69
716 |UNION PARAPROFESSIONAL (FULL-TIME) Union 3429 15.69
720 |Teacher Assistant-(PART-TIME Para/Parent Aid) 1569
725 |PART-TIME CLERICAL STAFF 15.69
730 |STUDENTS 15.69
723 |Union Clerical 884/Business Managers, Union 3144 Varies

N S
NS
NEW HAVEN PUBLIC SCHOOLS

Below Lists are Rate Codes and descriptions
700/702 - Teachers must make sure their certification is up to
date/not Expired.

704/707 - must be a Degreed copy of the degree or transcript must be

provided and attached to the recommendation for Hire.

705 - Skilled workers must have their classroom (e.g. sewing,
basketball, college students)

716 - Full Paraprofessional Union who are already working for New
Haven Public Schools.

718 - LPN/Nurse Part Must be Licensed. License must be provided

757 - Nurse Part—Time Must be Licensed. License must be provided

720 - Part Time Paraprofessional who are assisting a teacher in the
classroom

725 - Clerical Staff Part-Time
730 — Student workers

723- Full-Time staff Varies (ex: FT Clerk) one hour a day

Please Note: Minimum wage will increase to $15.69 on January 1, 2024




| mmendati | @ I\ =i
Regular Recommendation For Hire 12
NEW HAVEN PUBLIC SCHOOLS
@ I\ S
@A E
N —— e Below Lists Must be completed on the Rec.
Yo: DR, tlas Tracey L e Disticts AN.CASEY @ew hasea 12 s
Froan: (e
We are requesting your perssissfon to hire temporary part-thme applicant (3] to assist in our scheool effective l I I ) ) )
i1 ; (iearting et (G rding Do) Recommendation for Hire must be submitted and approved before an employee can
[ 7523 3815 30138, 59101 Summmer 0925) (T 199433 8.80438 ) _(EX: 375 63318 36134)_| Program Name: start. Once approved the recommendation is emailed along with payroll forms to
Litecinl Famds e tie 0] Famds Jnter-District | example: (21 Century, EDA. Tithe & General Punds, Inter Dixtrict) . . R . . i .
e Supervisor/Principal with example of completing and submission of Payroll.
B 25 | e o e epscng e Do e | "™ Efomed *  To:Superintendent
FT/PT and Union¥ ay | dewet e ot replacemment Ex Jokn Doe found New (N Towd progran . . .
WorkLocation | Staf Name Gerks, Teochers moe | “ven”| wecks |amotherjoby mavedoutof stateon 1/1/1 | tapiyee | Com | sequvemess *  From: must be the name of the Supervisor, Principal or Department Head.
omers chact ame [1E30vY Logal ; viseow : . - . )
T — mfﬁ}ilg%mir‘ s S i e «  Funding Source: is your Account # you should get that form the budget memo’s you
can oaly wy s aw 24 b ) clud; sl L/ . . .
o e T i BT o received from the Business Office.
T T = *  Date: Today’s date (which means the day that you fill out the Rec. that is the date you
PT Teacher Assistant $14.00] 195 ¢ %0.00f should use.
Stodent Worker $1500| 195 0 20 00
m:nm,,;;';:m"fm ol 1os 1 ¢ o . CC: Whoever you want to receive a copy of approved Rec. you can put them there.
B et e o s2100] 195 | © PY| . art and Ending Date: The starting date should be ays prior to start and must be
Start and Ending Date: The starting date should be 10 d to start and th
art W - Licenze Required $1500] 19S5 ¢ %0 00f .
Fart Tume Narse  Diceae Required $3000] 195 | 0 w00 current Fiscal Year
FT Adeirastrasive Avsistant snion 3144 and B84 Vares 1 [] “ H H
v il e perterming e regulr dvees o etre o 5555 T T T . Program Name: should be the program name which is Grant name (not the School Name)
aler 1chood program mavt Be ApProved Prier o WorkIag. 000 ) ? %0.00 - :
e erhpmatel T ) 0 S0 . Work Location: the school/Department, Staff Name: Employee first and last name,
$0.00 0 0 20 0o . . . . . .
- : : — a0 Job Title please you specify Full Time or Part Time. For Full Time please add union# (Ex: FT
* ¥ you are anzare or have any question pleace give PT Payroll Departiment 4 call - =
B B s e e s e teacher Local #933 FT Para Local#3429) Pay Rate, hours per a week, number of weeks,
Human Resources: Detailed work description, Emp# if new employee just type New do not leave blank, Total Cost
Fimance: will automatically calculate the pay rate, hours and number of weeks , X Person hired meets
Chief of Operation:, Chief of YFCE: - . .
W heve sy gt 1 o b renchad st Number Must Be provided { questions Shouid Arise Swper program Requirements just put X. At the bottom will automatically calculate Grand total of
Thank you, please do not leave blamk must include principal’'s sgnature Super the Rec.
* At the bottom: Principal/Supervisor or Head Department signature and Phonet is required
* Pleete note the Recommendation for hire form i1 @ legal docsment and mus2 be rected accordingly. Incongiete Forms will not de processed
. wmdn'ym\“ . ;
A T sesastinas. Rt o Aniels dw e et vt T Cnpetassy—n—t et St post ik aton: The Same process goes when you are preparing a Recommendation for Hire for Replacement
P, e e R S e i The only thing different about the page is the Description of Duties (See Next Page)
" b ) ) Please follow the Sample when completing the Rec. employees legal name, correct pay
No Timesheets should be submitted until the Rec. is approved and emailed to you from our et e ee e e e e e
Department ’




When Replacing an Employee use this Recommendation For Hire

NEW HAVEN PUBLIC SCHOOLS

Degree must be attached with the Rec. for Hire Rate §22.50/$17.50 )L: [~
Teacher Certification must be up to date/not Expired Rate §32.00 i ;Q‘ [ ]

NEW HAVEN PUBLIC SCHOOLS

Email Rec.to:

* Rec. for Hire must be submitted 10 business day prior to the start date SpecalFunds: specilfunds ec@new-haven K12 cus Th e Sa m e p rocess as s hown p rEVi o u s page

General Funds: NIKKI.CONSTANCE@new-haven.ki2.ct.us
: Date:
To: DR-illine Tracey Inter-District: ANN. CASEY@new-haven k12.ctus

from: @ (Replacement Recommendation for Hire Form)

We are requesting your permission to hire temporary part-time applicant (s) to assist in our school effective

ephordsd The only thing different about this page is the

(Ex: 2523-3035- 50136/ 50141 Summer -0025) [ Ex: 190 433 18-50136 ) fEX 2{0 433 18-501. Program hLame: ‘ . . .
|__SpecialFunds ____Genera] Funds Inter-District | example: (21* Century, EDA, Title |, General Funds, Inter-District) DESCrIp tlon O_f DUtIES (See Sample belo W)
Please Speeify the following information - _ Existing -{Type X Person
See example below Hours | Number | Brief Deseription of Duties Emph below) Hired meets
Work FT/FT and Union# Pay | Per of |(ex: Tutoring/replacing John Doe, reason for replacement Ex: OR program
Location Staff Name Clerks, Teachers Rate | week | weeks [John Doe found another Job, moved out of state on 1/1/1 New (N) Employee| Total Cost | Requirements ] ]
Ex: Tutoring/replacing John Doe John Doe found Pl eaS e N Ote: O n th e d eS C r I p tl O n p Ut \J O b
Wexler |Lisa hooks Part-Time Teacher $3200| 195 | 15 [another Job, moved out of state, Fired, on 1/31/22 256563 53,360.00) X . .
[0 o ~ axd Title, the name of person you are replacing,
T ———
o1t = reason of replacement and Last day
AR o worked (1/12/22),
$0.00 | 0 0 $0.00} . .
ST :3[ _Ex: Tutoring/replacing John Doe John Doe
$000] 0 | 0 S0 ]
Recommendation for Hire- for Replacement e Hay found another Job, moved out of state, Fired,
(When you are replacing Part time employee who is no longer working with S
you) Human Resources: O n 1/3 1/2 2
Ifyou have any questions I can be reached at l:hierolnperaﬁnnsf(:hlef?::::;:
Thanky Assistant Superil
Principal /Supervisor Superintendent:

* Please note the Recommendation for hire form is a legal document ang must be treated aceordingly. Incomplete Forms will not be processed
Approval expires at the end of every school year
» Per. HR. - No part-time staff can work 7 hours in one day; 7 hours is the number of hours for a full-time employee. Also, ‘part-time staf cannot make hours up due to school closings which result in a shorter wark week. No
exceptions. Part time Schedule sheet must be attached with Rec. for Hire.
ion required with the recommendation, for a new employee with the exception of replacement. Recommendation for hire subject to change for correction if needed

Revised 10/18/22

4-B



When Transferring Employees to different Funding use this Recommendation For Hire ﬁ

To: Dr. Iline Tracey

From:

NEW HAVEN PUBLIC SCHOOLS

Recommendation for Hire (Part Time Onl!

One Recommendation per Object Code

Date:

CC:

Funding Source Transfer Only

I l

We are requesting your permission to transfer the following Approved Employees to a new FUNDING Source.

(Starting Date) (Ending Date)

|
A Si

NEW HAVEN PUBLIC SCHOOLS

Below Lists Must be completed on the Rec.

Recommendation for Hire must be submitted and approved before an employee can
start. Once approved the recommendation is emailed along with payroll forms to
Supervisor/Principal with example of completing and submission of Payroll.

From X
Account# Program Name: ° TL Su permtendent ) o
To . From: must be the name of the Supervisor, Principal or Department Head.
Acpi s - . From Account# Type current Account current employees are getting paid from
Fund#t Examples {(Ex: 2523-3035-50136/50141 Summer -0025) ( Ex; 190433 18-50136) (EX: 270433 18-50136 example: (21" Century, EDA, Title |, General Funds, Inter-District) - X .
Please submit Previous Approved Reg . To Account# Type the new account that the employees will be paid out off.
Exi (T X Pe 4 H H
Pleae Spcity the following nformation Ea o) Hired et your Account # you should get that form the budget memo’s you received from the Business
See example below Hours | Number |Brief Description of Duties OR program Off[ce_
FT/PT and Union# Pay | Per of |(ex: Tutoring/replacing John Doe, reason for replacement Ex: New (N) Requil , . . .
Work Location |  StaffName Clerks, Teachers Rate | week | weeks  [John Do found another job, moved out of state on 1/1/1 Employee | TotalCost | s . Date: Today’s date (which means the day that you fill out the Rec. that is the date you
Wexldr |Lisa books Part-Time Teacher $32.00| 195 | 15 [Tutoringin Math and English 256563 $9360.00 X should use.
wexler  |john James Part-Time Para $14.00( 195 | 15 [Assisting in the classroom 222225 54095000  x . .
Wexldr_[Jenn Fred Full-Time teacher Local#933 | $32.00] 10 | 15 |Tutoringin Math and English 39999 | 5430000  x *  CC: Whoever YOU want to recelve.a copy of approved Rec. you.can put them there.
Wexlér | Mike Jones FullTime Para Local#3423 | $1450] 15 | 15 _|Tutoring one on one Math 1080932 | $3,26250__ . Start and Ending Date: The starting date should be 10 days prior to start and must be
$000] 0 0 $0.000 .
S0 o 0 5000] current Fiscal Year
$000] 0 [ © Ssmil . Program Name: should be the program name which is Grant name (not the School
$0.00| 0 0 X
$000] 0 | 0 50.00] Name)
:ggg g g Ssg'gl *  Work Location: the school/Department, Staff Name: Employee first and last name,
5000 0] 0 50.00) Job Title please you specify Full Time or Part Time. For Full Time please add union# (Ex: FT
0] 0} ¢ - 55‘1’-:3' teacher Local #933 FT Para Local#3429) Pay Rate, hours per a week, number of weeks,
1' 1 » . . . . .
Requiredsignatures: Please signon thecorrectline Detailed work description, Emp# if new employee just type New do not leave blank, Total
Director: Cost will automatically calculate the pay rate, hours and number of weeks , X Person hired
Human Resources: meets program Requirements just put X. At the bottom will automatically calculate Grand
Finance: total of the Rec.
i Chief of Operations/Chief of YFCE: . . . . .
o Revry gt st b rvachodl SAAEERA + At the bottom: Principal/Supervisor or Head Department signature and Phonet# is
Thankyou, Assistant Superintendent: require d
Principal /Supervisor Superintendent:
* Please note the Recommendation for hire form is-o legal document and must be treated accordingly. Incomplete Forms will not be processed
Approval expires at the end of every school year Please follow the Sample when completing the Rec. employees leqal name, correct pay rate,
~ Per, HR. - No part-time stajj can work 7 hours in one day, 7 hours 1s the number o] hours Jor a full-time employee. Also, part-time staff cannot make haurs up due to school closings which result in a shorter wark week. No , N
exceptions. Part time Schedule sheet must be attached with Rec. for Hire. hours and weeks don’t leave anvth/nq Blank
* Justification required with the dation, for a new employee with the exception of replacement.
Revised 7/27/20

4-C




Procedure on preparing Payroll Forms ( Timesheet)

= ¥ =
@ I\ Si
NEW HAVEN PUBLIC SCHOOILS
Part-Time Payroll Time-sheet

NOT TO EXCEED 19.5 HOURS A WEEK & CAN ONLY WORK ONE PART TIME PROGRAMY | EMPLOYEE #:
EMPLOYEE NAME: LAST 4 DlGITs 55 0 XXX-XX-
HOME ADDRESS: TOWN:
WORK LOCATION: PROGRAM NAME
Title | Programs
ACCOUNT #: 21st Century Program/YFCE
Fuimd Program Oitsect LECHTE R Sk World Language /History
IDEA [Ed. For the Handicap)
PERIOD ENDING: School Readiness
PHONE # Headstart
Email: State Bilingual Education
Federal Magnet Program
Calcwlate hours worked with this calcuwlator General Funds |_|Inter-]:l:i:|.rid.
Beiow are the cormect poyrodl Minutes ong Hoors We Eie when Arditing powr Timeshest. School Accountability
15 Mim = .25 20 Min = .5 A5 Mim = .75 &0 Min = 1.00 trther [Specity)
WEEK 1 MO NDAY TUESDAY WEDNESDAY THURSDAY FRIDAY
FROM TOTAL
,L DATES L] ouT IN ouT IN OuUT L] ouT L] OuUT HOURS
FLEASE NOTE: Port-time stoff conmot make up howrs due fo school closings which result in shorter work week. Mo excephions.
Per payroll policy, all Part-timre employees should [Tl owl their own timesheel
WEEK 2 MO NIAY TUESDAY WEDNESDAY THURSDAY FRIDAY
™
_I_ DATES L] T [ auT [ T L auT L T
NO CHANGES can be made once the hours are submitted to payrall with signatures. TOTAL HOURS
JOE TITLE:

[MANDATORY) Evample: Tide One/ 2 ot Cembury Tintor.

Per HR - No part-time staff con work T howrs in one day; 7 howrs is the number of hours for o fill-time employes.

DETAILED WORK DESCRIPTION:

(MANDATORY) Exanple: Tetoring students in Title One gpproved progrom in Match & Seading.

EMPLOYEE'S SIGNATURE: DATE:
Principal /Supv./Eldg Leader DATE:
DEPT HEAD SIGNATURE: DATE:

RATE OF PAY, CIRCLE ONE O NLY

[lroo|cermiFien Teacuen [J757 |LPN/NURSE PART TIME

NEW HAVEN PUBLIC SCHOOLS

Below Lists Must be completed on the Timesheet
All Part- Time Employee should fill out their own Timesheet
Emp#
Employee First and Last Name
Last 4 of SSN
Home Address and Town
Work Location
Program#
Period Ending:
Phone# and Email
Week 1 Date From then hours worked
Week 2 Date To then hours worked
Job Title
Detailed Work Description

Employee signature Date:
Principal Signature Date:
Dept. Head Signature Date:
This Date Covers From: To be paid

Please follow the Sample when completing the Rec. don’t leave

D?D-{- NON-CERTIFIED INSTR BA OR EETTER COMMUNITY / PARENT AIDE

FULL TIME PARA UNION

T30) STUDENTS

anything Blank

o
TO5|{NON-CERTIFIED INSTR S| CLERICAL STAFF
716 o

3|

Srasfies N TSI ——— Summer Rate Codes are: (you will be using different timesheet with for summer)
THIS TIME SHEET COVERS: BE PAID ON: 702- Certified Teachers 707- NON Certified BA or Better

*Highlighted sections must be completed that indudes the student attendance. *lncomplete imeshects will be refurned
Please fill out and include student attendance for students serviced under this grant.

* Certified teachers please make sure your certification s up to date to avoid hourly rate decrease 5
#7040 - IT working with kids must attach damoe with heet and Oriﬁirulmpv of Teacher's Certification reguined.
S 704 - If working with kids must attach dance with i hest and copy of Degree required.




i @ I S
Procedure on preparing Payroll Forms (Pre-Run) LS
NEW HAVEN PUBLIC SCHOOLS
= L = .
i Y .. Below Lists Must be completed on the Pre-Run
NEW HAVEN PUBLIC SCHOOLS * School Name and Program Name
SCHOOL NAME: Wexler = Pre-Run PROGRAM: Title I- Wezler . . .
ACCOUNT # 2523-2525-50136-0032 TO BE PAID DATE: 10/19/2018 ° Organlzatlon COde/FundIng Source#
* To be paid Date:

PAY PERIOD .1ppp.n?'.|:z “P:j':.':::-mu RATE TOTAL .
1 ajziTME Emﬂfn nmt:ﬂ RATE jo:imNmE P‘.rll;':; 620,19 :glfﬂ ci?ff ?:tszEn Hus?s M{s‘;g?:n b Pay Period Date: and Emp#
; v [ som] © So00 * Last Name and First Name
: o [ woi[ o [ w00 * Hours Approved Per a week
: D * Rec. Expiration Date
5 50. $0. .

S S N N « Object Code
6 0 so.00| © $0.00
7 [ 0000 0O $0.00 * Rate COde
B 0| s000] 0 50.00 d Rate
] 0 s0.00] © 50.00 d H ours
10 o [ soool 0 | som * Total Amount
: S R O S * Make sure Pre-Run is sorted in Emp# order.
12 1] 30,00 0O $0.00 .
_ B I R — * Employee signature
— TR Ry o0 * Principal Signature
= O ) T * Dept. Head Signature
16 0 so.00| © $0.00
Must sort the Pre-Run in Emp# Order TOTAL HOURS & AMOUNT | 3% | 8775 .
Please follow the Sample when completing the Rec. don’t leave

REPORT PREPARED BY: s SBirousrs X

PRINCIPAL'S SIGNATURE: Phaty Tlfaré anythlnq Blank

DEPT HEAD SIGNATURE: Sy Dloringy




Procedure on Preparing Payroll Forms ( Student Attendance)

Teacher Name: John Brown

NEW HAVEN PUBLIC SCHOOLS

¥ Please check the box (week days)

SUBJECT - TUTORED

-
]

-
]

-
]

@ I\ S

Below Lists Must be completed on the Attendance sheet
Must be provided by Teacher, Deqgreed employees, and
Skilled workers Position

* Date

* School Name

e Teacher/tutor Name

* Students Name

* Put check mark ¥" or X on the days that you seen the
students for Week 1 and Week 2

* Subject Required

Please follow the samples on the Student Attendance sheet,

when completing a blank Student Attendance Sheet.

Please follow the Sample when completing the Rec. don’t
leave anything Blank

NEW HAVEN PUBLIC SCHOOLS



=i

2 2

Part Time Payroll Schedule @ I
NEW HAVEN PUBLIC SCHOOLS

A

ﬁ N E

NEW HAVEN PUBLIC SCHOOLS
Part-Time Payroll Schedule

2021 — 2022

Pay Cycle Check Date F% Days Worked Payroll Due Dates
01 09/17/21 08/23/21 — 09/03/21 5 00/06/21
02 10/01/21 09/06/21 — 09/17/21 6 09/20/21
03 10/15/21 09/20/21 — 10/01/21 10 10/04/21
04 10/29/21 10/04/21- 10/15/21 9 10/18/21
05 11/12/21 10/18/21— 10/29/21 10 11/01/21
06 11/24/21 11/01/21- 11/12/21 8 11/15/21
07 12/10/21 11/15/21- 11/26/21 8 11/29/21
08 12/23/21 11/29/21- 12/10/21 10 12/13/21
09 01/07/22 12/13/21- 12/24/21 9 12/27/21
10 01/21/22 12/27/21- 01/07/22 4 01/10/22
11 02/04/22 01/10/22— 01/21/22 9 01/24/22
12 02/18/22 01/24/22— 02/04/22 10 02/07/22
13 03/04/22 02/07/22— 02/18/22 10 02/21/22
14 03/18/22 02/21/22— 03/04/22 5 03/07/22
15 04/01/22 03/07/22— 03/18/22 10 03/21/22
16 04/14/22 03/21/22— 04/01/22 10 04/04/22
17 04/29/22 04/04/22— 04/15/22 9 04/18/22
18 05/13/22 04/18/22— 04/29/22 5 05/02/22
19 05/27/22 05/02/22— 05/13/22 9 05/16/22
20 06/10/22 05/16/22— 05/27/22 10 05/30/22
21 06/24/22 05/30/22— 06/10/22 9 06/13/22
22 07/08/22 06/13/22— 06/21/22 6 06/21/22

*Please follow schedule for completing timesheet. Do not combine pay periods on one timesheet. Do not
work over the allocated days per pay peried. Payroll is due on posted dates to ensure timely processing.

Pay Cycle shows how many checks Bi-Weekly would be processed for
the school of 2020-21

Check date is a Pay Day and also the day Part Time employees submit
the timesheet to be paid next payroll. For example: if you received a
check on check date 9/17/21 you would submit a timesheet on
September 17, 2021 for check date 10/1/21

Date Covered is two weeks hours you worked for the pay period.
Also you must put those dates on your time sheet.

Days Worked are depends how many working days are each pay
period. For example 10 is full two weeks anything less than 10 days,
is due to holidays, Recess, snow days, early dismissal

Payroll Due Date the day you submit Signed Pre-run and
Timesheets along with Student Attendance to the Payroll Department




Stipend Rec. for Hire — for Full Time Teachers only

EmailRet.bo:
Special Fandk: specialhunds recBoew-haverkld s
{Gemeral Funds: NEL.COMITANCE Baen-havea ki s

¥ Ree. far Hire mur? be submithed 20 business day prior to bhe shart date

Tee BR. line Tracey Date: It it BN CE B a1
From: 15
Wz e reqmesting your permission fo kive temporary part-fime applicont [5] b assint inour school effective I
[eartng Eute] [Encling Cate]
Funding
(e NS S0 SR S MDS) [ Ee 080422 00-B00 ) EL X000 00-R004) Program Name:
Special Funds General Fusds Inter-Distrit exsmmple: (21" Century, EDM, Tiche | Coneral Fuund, ber-Dhistrirt)
Flace Sprcdy n fabowizg [rm——
leemrtaz A fecripten o Dk Erp ¥ below] i Femx
Seeamammpie belaw e 2t (o ToRarmg, replaneg hism Tue, iz fer o0 tewt mar
Wark T /PT o Unsad Spead replacvment [ ek, Do owsd ot fob, maved | sirs % =
lomsen | feafitams iz Tesrim oo Pt of e 0 111 Emploper  [Toud ot Frremen
Wkt los o FT Teacher 233 F200.00 1 ESSER I Tescher Ledrmang Academy (Victy] 10001 520000
.00 ] 5000
000 ] S0 5
FoE] [} 0
.00 ] 5000 L]
000 1 000 x
.00 ] S0 ®
00 ] S0.00 L]
0o ] Hw
.00 ] S0 ®
0 ] S0 L]
oo [} Hw z
$0.00 ] 000 x
Total 300,00/
Mote: Esser I Teacher Learning Acalemy [ Wintnal) you have to put mare Required Signatweres:  Pllbgse sign on the correct lipe
detadled information in thiz box Director:
Human Resoarces:
Flnase:
[Fyes bave poy guremas | oon b raschel Frelite Chaiel of O ratioas ' Chael of YFLE:
Thank yoa. Asmstast Seperintendent:
475-220-1002 Superistendent:

Principal ‘Supervisor
Approval expires at the end of every schoel vear

Plense attach Justification, presentation materfols/Agenda with the Stipend recommendation for Hire forms

Rened 1421

Below Lists Must be completed on the Rec.
Recommendation for Hire must be submitted and approved before an employee can
start. Once approved the recommendation is emailed along with payroll forms to
Supervisor/Principal with example of completing and submission of Payroll.

*  From: must be the name of the Supervisor, Principal or Department
Head.

*  Funding Source: is your Account # you should get that form the budget
memo’s you received from the Business Office.

* Date: Today’s date (which means the day that you fill out the Rec. that
is the date you should use.

* CC: Whoever you want to receive a copy of approved Rec. you can put

them there.

* Start and Ending Date: the starting date should be 10 days prior to
start.

*  Program Name: should be the program name which is Grant name
(not the School Name)

* Fillin Employees information follow sample in the Rec.

* At the bottom: Principal/Supervisor or Head Department signature
and Phone# is required

* Please attach Justification, presentation materials/Agenda with the
Stipend recommendation for Hire forms

Please follow the Sample when completing the Rec. employees leqal name,
correct pay rate, hours and weeks don’t leave anything Blank

Please follow the Sample when completing the Rec. don’t leave
anything Blank

NEW HAVEN PUBLIC SCHOOLS




Please attach Justification, presentation materials/Agenda with the Stipend
recommendation for Hire forms (see sample below)

Sample of Justification

NEW HAVEN PUBLIC SCHOOLS

TRANSMITTAL FOR SIGNATURE

Attn: Dr. Madeline Negron
From:

Subject: Part-Time Request Date:

Requests totaling $

List Name of Staff and Reason this position is essential: See attached

Please attach to the Recommendation for Hire

Sample of presentation

CREATING A STATEMENT

OF CURRICULUM INTENT

Don’t miss this fantastic opportunity to ensure your
curriculumiis clear, purposeful ;
enabling all children to exceedin th arning

lowing recent regarding forthcoming changes to
Ohted Impecdons. it is imperative that school leaders’ understand
their role in creating a clear about their curriculum intent.

This course, led by Clive Davies OBE, Focus Education will:-

M Put the emphasis on creating a ‘whole-school’ ethos that will embrace the principles of
“harnessing and maximising the geographical, cultural and historical context of the scheol
within its community

% Focus on the context of your school, considering the positive features that pupils bring, as
well as the barriers they may have to learning

¥ Lockat your curriculum and recognise the decisions you have taken because of pupil context

¥ Ensureschools are clear about their curriculumintent and how the needs of the learners have
been taken into account

¥ Providea proforma to outline the way your curriculum is bespoke to your schoo), starting with
your context. This will then be used to help you create your curriculum intent statement

Who is this open to?
Primary, Infant and Junior School Leaders

1&

VENUE: Nottinghamshire Golf Club

ngh \ DATE &TIME: 16% July + 9:00 - 12:30
Teachmg HOW TOBOOK: https://bit.ly/2udri2L
School Alliance INFORMATION: tsainfo@flyinghightrust.co.uk

Sample of materials/Agenda

Kindergorien Prep
Preschoo

How do Bright Horizons' programs and teachers inspine
children to become enthusiasde kearners?

Jaifi wrk Thisrsday, February I at 600 poni.
bo emperieree rnpired learning in sction!

BGENDS
* :08-830 pon, Parnnt Parsl
o EITA0 pen, Fasily Diiewer
500145 pon, Claswresen Exploration and Inspiracion Stacions

WOl SHOLALD ATTEMD iF ¥OL ARE:

« & Teddiar parant whe soakd bk o bam mone stoos cor Presches]
P -

< A Preschodl pacend koking i kden mors sboul oor Kindergirbin Preg
P
Mew oo Beight Haeipons asd inberemed 18 o Kindergames Prig asd
Preschodd programe.
Lcaoki ng 0o mweaen thee neascheers in our prograims.

“ Irmeresmed in calkiag 0 alumnnl parents ot thedr preschool sapesrieno: sed
the moss: 1o demesary school
Leszking for an urdersesnding of whon eoair child is lnanning and bos 10
ooty e ey 2 hoime
‘Weaniing 3 chasce oo ses pour child in action and explore actrities right
baude tham!

T bzaen fore il our corrsiubum, chech out our
Curricalionm Guide: wyes b ighviborsgoes oordouoiod ki e

Brght Borens § i
PR 1R L, T

——
e righilemriin - Biright Horizons
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Stipend Pre-Run- for Full Time Teachers only alls=
NEW HAVEN PUBLIC SCHOOLS
@S Below Lists Must be completed on the Pre-Run
NEW HAVEN PUBLIC SCHOOLS e o e e e * School Name and Program Name
s e i A —— « Organization Code/Funding Source#
ooy Eeememe "‘w —"—"m * To be paid Date:
e e— i — e 777 o £  Pay Period Date: and Emp#
* Last Name and First Name
. . — * Hours Approved Per a week
* Rec. Expiration Date
" A — * Object Code
* Rate Code
: P e Stipend Amount
 Total Amount
- . — * Make sure Pre-Run is sorted in Emp# order.
2 * Employee signature
= e * Principal Signature
* Dept. Head Signature
— Please follow the Sample when completing the Rec. don’t leave

DEP. HEAD SIGNATURE:

anything Blank If the Pre-Run is completed by someone else
other than you, Skip this page

11



Stipend Timesheet— for Full Time Teachers only

Code 761 - Without Kids Pensionabl - i | —=
Code 790 - With Kids No Pension i e mmn
o Iy
NEW HAVEN PUBLIC SCHOOLS
Stipend Time-Sheet

# Time sheet must be filled out completely: your work log will be the forms that you complete
weekly

Employes u|

EMPLOYEE NAME: Last & dighs SOLSEC Mo, XXX- XX -

Home ADDRESS: TOWN:

WORK LOCATION:

Account Number: PROGEAM NAME

PERIOD ENDING:
Employee Phones

Employee Email:

Meetings - List meetings attended pursuant to roll { this will be Supported by Sign-in sheets)
PLEASE LIST FLEASELIST
DATES WORKED BEL OW HOURS WORKED BELOW

FROM To From TO

EX:11/14-11/18 Ex: 3:30pmmsp 5:30pm Brief Description of Duties

Job Title: 761 D 790 TOTAL STIPERI: §
EMPLOVEE SIGRATURE: DATE:
PRINCIPAL'S SIGNATURE: DATE:
DEPT. HEAD SIGRATURE: DATE:
Qriginais D AEDVE 7 ELUE [N - N0 COFIES
THIS TIME SHEET COVERS: T BE PAID 0%:
* Time sheet must be filled out completely: your work log will be the forms that you complete weekiy
EEVISED 111NIZ ¥ Please attach Justification, presentation materials/4genda with the Stipend recommendation for Hire forms

If Extra Page needed on timeshest see Ind poge.

Below Lists Must be completed on the Timesheet
All Teachers should fill out their own Timesheet

Emp#

Employee’s First and Last Name
Last 4 of SSN

Home Address and Town

Work Location
Program#
Period Ending:
Phone# and Email

Dates then Time From and To dates — should be one week, period for

each Iine, e.g. If the stipend is only for 2 days a month then you are going to put on the
date section 2/18 & 2/28 but if the stipend is every day for 5 days a week then put 3/1-3/8 on

each line per week. (follow the sample, if you are out of space on the timesheet,

an additional sheet is available with the original timesheet )

Job Title

Detailed Work Description (must be detailed information and don’t
forget to add the time as shown on the sample)

Employee signature Date:
Principal Signature Date:
Dept. Head Signature Date:

This Date Covers From: To be paid

Please follow the Sample when completing the Rec. don’t leave anything Blank

12
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Things to Attach when submitting the Payroll NEW HAVEN PUBLIC SCHOOLS

Student Atiendance Sheet
. School Name: Teacher Name: Check date:
Please: Sign ‘In
T ) P for Present Afor Rbsent
Name Flione Email Address Just keep putting the feters for each day it wil aufomsfical e
wioeret bor Gy yudenthave ikt | | Week 1 l‘WEEkZ
Student Name hhr{Tue‘Wed‘Thu‘Fﬁ Mnanu: ‘m‘m\m Subject
|
e Attach
]
[ ]
o Sign-In Sheet
§
5 or
? I
8 ] [ )
9 Student listing
10
1
12 .
n With the payroll
1
15
16

Thank: you *for “Attending
13



Location/School Codes

[ —+
ﬁ NS g

NEW HAVEN PUBLIC SCHOOLS

Celentano School 0048 Summer School Codes

West Rock Authors Academy Magnet 0049 Coop Arts & Humanities 5540
Adult Education Center 0053 5541
Betsy Ross Arts Magnet 0055 5542
e L 5543
Metropolitan Business Academy Magnet 0060 5544
Wilbur Cross High School 0f61 5545
James Hillhouse High School 0062 New Haven Academy Magnet §546
Hill Regional Career Magnet 0063 Riverside Academy 5547
Cooperative Arts & Humanities Magnet 0064 5548
High School in the Community Magnet 0f6s 5549

Sored by Location#

School Location | New L_ School Location | New L.
Central Office - Use Sub DEPT. 0000 Sound School 0067
21st. Century Extended Day Program a0 e = = e
Central Office - Magnet Office agoo New Haven Academy Magnet a070
Elm City Montessori 0001 e e Tt e
Barnard Environmental Studies Magnet o002 DR.REGINALD MAYO EL.C 0081
LW Beecher Museum School of Arts & Sciences Magnet 0003 Helene Grant 00582
Clinton Avenue School 0006 80-Hamilton - 103 Hallock Ave. 0083
Hill Central Music Academy a0a7 Riverside Academy 0091
John 5 Martinez 0008 Palb-T MeCabe ao92
Davis Street Arts & Academics School 0009 Amistad Academy 0093
ROS5-WOODWARD Classical Studies Magnet ao10 Booker T Washington a094
|Edgewood School 0012 Common Ground 0095
John C Daniels School 0013 High Ville 009s
MNathan Hale School 0014 Wintergreen o097
Augusta Lewis Troup School 0015 Central Office - Alliance 0420
Fair Haven School 0016 Central Office - School Readiness 0442
Engineering & Science University Magnet 0017 Central Office - Head Start 0443
Benjamin Jepson Magnet 0018 Central Office - Office of Special Education 0490
MAURO-SHERIDAN o019 Sacred Heart NP1
Lincoln-Bassett School 0020 St. Bernadette NPO3
Brennan-Rogers School 0021 St. Francis NPOS
deateademy of Hllhouse [925 ST. Thomas NPOF7
e ] —— Gan School NPOS
Barack Obama School SsessSehasl 0028 i e e
Truman School 0029 Cold Spring NP10
King-Robinson International Baccalaureate Magnet a030 Foote school NPi1
Conte-West Hills School 0031 Hopkins Granumar NP12
WEXLER-GRANT School 0032 CCCP NPI3
Quinnipiac School 0035 Yeshive Gedolah Rabbinical NP14
Worthington Hooker School 0038 Chapel Haven NFP15
Columbus Family Academy 0041 St. Martin De Porres NP1&
Clemente Leadership Academy 0042 St Francis /St Resa All Saints Catholic Academy NPLIF | NP23
Bishop Woods School 0043 St-Aedan /St Brendan Catholic Academy of New Haven | NRIZ | NP22
East Rock School 004ds Newhall Ville Acadeny NP19

14



Payroll Do’s and Don’ts A5
NEW HAVEN PUBLIC SCHOOLS
DON’T:

Recommendation for Hire must be approved by aII Departments before employee can begin.
Once approved the recommendation is emailed along with payroll forms to Supervisor/Principal
with example of completing and submission of Payroll.

Under no circumstances, can a part-time employee begin working until all
documentation has been properly submitted AND until the principal/hiring manager

receives a copy of approved Rec. by email from the Business Office.

Pre Run and Timesheets must be Completely filled out and in Employee Number order. Please
make sure that student attendance is included for all teachers and non-certified staff.

Do not submit Pre-Run without Employee Numbers, Account number, correct pay code
and hourly rate. Do not submit timesheets without student attendance.

All payrolls should be submitted in a timely manner to Department Head for their signature.

Do not submit Pre Runs late or it will not be processed until the following pay period.

Pre Run and Timesheets must have original signatures along with student attendance.

Do not Submit copies of signatures on Pre-Runs or Timesheets or they will be returned.

Maximum part time hours are not to exceed approved hours and should not exceed the
maximum of 19.5 hours per week. No part-time staff can work 7 hours in one day; 7 hours are
the number of hours for a full-time employees. Full-Time Teachers can work a maximum of 10

hours per week in combination with all programs.

Do not Submit timesheets over hours approved to work. Timesheet will be returned
for correction.

Copies of bachelor’s degree or an official school transcript must be submitted to the Business
Office 4" Floor along with student attendance. Teacher’s Official Certification must be submitted
for EIN #.

Degree Rate is only applicable to employees with degrees who will be teaching in a
If they are assisting in the classroom employee does not qualify for degree
rate.

classroom.

Skilled Rate ($15.00hourly) is for qualified staff teaching a skill (Ex: Cooking, Sewing, Music)
Student attendance must be included.

Do not pay skilled rate if a skill is not being taught Certificate or Associates required.
Tutoring does not fall in this category (Ex: Cooking, Sewing or Music). College students

Full Time Union Clerks 884 can only work a total of 1 hour a day 5 hours a week at their hourly
Rate.

They cannot begin until HR has approved the hours. Timecards are to be submitted to
Department to forward to Payroll Department once signed.

Full Time Union management 3144 can only work a total of 1 hour a day 5 hours a week at their
hourly Rate. Any additional hours maybe Comp Time depending on Range.

They cannot begin until HR has approved the hours. Do not work over One Hour a day
without checking your Range and a Recommendation must be approved.

Full Time UNION Para Rate ($14.50) is for FULL TIME PARA PROFESSIONAL who works for the
Board of Education. Union rate supersedes all other degrees.

Do not pay parents, substitutes, or community workers or any PART TIME staff Para
rate.

COMPLETED payroll must be submitted to Director/Asst. superintendent of the Program. If there
is no Program Director assigned to that Program than your assigned Department Head for your
school must sign off on the payroll.

Do not Submit payroll to the wrong Director. Please verify who is the Program Director
is you're unsure.

* Adding/Replacing employees must be approved prior to starting. Rec. must be submitted.
* It’s ok to have employee drop off timesheet w/pre-run and student attendance.

Do not submit payroll until these changes have been approved.
Do not have employee drop off timesheet without all completed forms

FT hourly apply to those performing Regular duties after School

Please do not hire the same employee to work under different funding sources. They cannot exceed the 19.50hours per week in combination to all Part Time Programs. Employees cannot
work from Home or make up hours due to school closing. Timesheet Hours cannot be changed by employee once submitted to payroll.

Incomplete or late delivery of payroll will not be processed until the next pay cycle. Also make sure to include phone# and Email on the timesheet

15




Navigating the Payroll Process — Follow the flow chart to process payroll Accurately

s

SUBMIT

\.

ITS NOTOKTO

PAYROLL WHEN

~\

J

4 A

RECOMMENDATION
HAS NOT BEEN
APPROVED BY ALL

& NFPARTMFNTS

|
/’_ PRE-RLINIS MISSING: \

" ORIGIMAL SIGMATURES
*ACCOUMT MUMBER
*PAY RATE

*APPROVED HOURS

*EMPLOYEE MUMBERS
MISSING

QOT INEMPLOYEE # ORDER)

|
/ TIMESHEETS ARE \

INCOMPLETE

" MISSING SIGNATURES

*WISSING ATTENDANGE
SHEET.

GMF‘LOYEES WORKED /

-

i

fat
724
A B

=]

NEW HAVEN PUBLIC SCHOOLS

" ORIGINAL SIGNATURES

IT'S OK TO
SUBMIT
PAYROLL
WHEN:
1
PART TIME
RECOMMENDATION FOR
HIRE —
HAS BEEN APPROVED NEWHIRES HAVE
COMPLETED THE
BY ALL DEPARTMENT APPLICATION PROCESS AND
FINGERPRINTS

A /

* ACCOUNT NUMBER
" PAY RATE AND CODE
* APPROVED HOURS

[
/ PRE-RUN HAVE \

QEMF'LOYEE MNUMBERS /

|

/_ TIMESHEETS ARE:

* COMPLETELY FILLED QUT
WITH ORIGINAL SIGNATURES

INCLUDING ATTENDANCE
SHEET.

_‘\

QEMF'LOYEES ARE WORRKING /

16



From HR. and Superint

NEW HAVEN PUBLIC SCHOOLS
Lisa |. Flegler, Director
Human Resources

Tel: 475-220-1540
Fax 203-946-8805

N
al

S

NEW HAVEN PUBLIC SCHOOLS

MEMORANDUM

DATE: Thursday, October 14, 2022

TO: All Administrators

FROM: Lisa J. Flegler, Director of Human Resources & Labor Relations
SUBJECT: Part-Time Staff Guidance

Purpose

This Guidance Document directs the schools and departments on the district process to obtain part-time staff and
ensures they are paid according to New Haven Public Schools “operating procedures.

s Part-time staff hired can work o maximum of 19.50 hours per week in combination with oll programs.

» Part-Time staff can only work 6.5 hours in one day; 7 hours is the number of hours for a full-time
employee. In addition, part-time staff cannot make up hours due to school closings, which results in
a shorter workweek

*  Full-Time Teachers can work 10 hours per week with all programs. Full-Time Teachers cannot exceed 10 hours
per week.

» Substitutes working and subbing simultaneously- Substitutes would need to substitute for two days
and work part-time for Three days. However, a substitute cannot substitute and work part-time on the
same day.

+ Retired /Resigned employees within a year- They must complete an application and fingerprints.

»  All Full-Time Emplovees in Union 884/3 144 who will be performing their regular day duties before or
after school after-schools are approved by all departments on the Recommendation for Hire before they
can begin, with no exceptions. The maximum hours they can work is one hour per day.

Eull-Time Clerks Union 884- Those working Part-Time hours will be paid their hourly rate and must be included in
your budget. They can only work one hour a day for the school year. So, you must submit your request to the
Cffice of Human Resources before adding them to your budget. During the summer, they can work hours
approved by the Office of Human Resources.

Full-Time Para Professionals Union 3429- can only receive a $14.50 Rate in any after School, before School, or
Summer Program, which supersedes all other degrees with or without degree or certification except Head Start.
Full-Time employees cannot begin part-time hours until the completion of the full-time hours. They can not omit
lunch from the hours because it is mandated by the union that they have their lunch hour.

PLEASE NOTE: Under no circumstances can a part-time employee begin working until all documentation has been
appropriately submitted AND until the principal/hiring manager receives notification from the Office of Human
Resources that the candidate has completed processing.

Please Note: Any new rates appreved by the board will supersede this Memo.

Human Resources « 54 Meadow Street, New Haven, CT 06519

PLEASE NOTE: The Human Resources Department will verify the following:

Verify proof of full COVID-19 vaccination; i.e. copy of covid-19 vaccination card.
Verification of medical or religious exemption submitted.
The Business Office will verify funding and other related information.

Below email is form Superintendent Office

From: JOHNSON, RAE (Dr. Tracey)

Sent: Friday, January 28, 2022 11:56 AM

To: PRINCIPALS - ALL <Principals@new-haven.k12.ct.us>; ALFORD, CARL <CarlA@new-haven.k12.ct.us>; BARNES, KAREN
<KAREN.BARNES@new-haven.k12.ct.us>; BARNETT, ELAINE <ELAINE.BARNETT@new-haven.k12.ct.us>; BENEVENTO,
LAURA <LAURAB@new-haven.k12.ct.us>; CARANGELO, CARL <CarlC@new-haven.k12.ct.us>; CASEY, ANN

<ANN.CASEY @new-haven.k12.ct.us>; CONSIGLIO, CARMEL <CarmelC@new-haven.k12.ct.us>; CRIMLEY, SIMRET
<SIMRET.CRIMLEY@new-haven.k12.ct.us>; D'ANGELO, JOANN <D'Angelo)@new-haven.k12.ct.us>; ESDAILLE, CHANTEL
<CHANTEL.ESDAILLE@new-haven.k12.ct.us>; Gibson, Melanie <Melanie.Gibson@new-haven.k12.ct.us>; GOLDSON, RONJA
<GoldsonR@new-haven.k12.ct.us>; Griffin, Cherie <Cherie.Griffin@new-haven.k12.ct.us>; HANNANS, LINDA
<LindaH@new-haven.k12.ct.us>; MAZYCK, JUANITA <JuanitaM@new-haven.k12.ct.us>; MCCUTCHEN, TRACEY
<TraceyH@new-haven.k12.ct.us>; MOORE, BRENDA <BRENDA.MOORE@ new-haven.k12.ct.us>; ODEI-NTIRI, ROBYN
<ROBYN.ODEI-NTIRI@new-haven.k12.ct.us>; RIVERA, LUZ <LUZ.RIVERA@new-haven.k12.ct.us>; SUGGS, DERRICKA
<DERRICKA.SUGGS@new-haven.k12.ct.us>; Williams, Laverne <Laverne.Williams@new-haven.k12.ct.us>

Ce: TRACEY, ILINE (DR.) <ILINE.TRACEY@new-haven.k12.ct.us>

Subject: Existing Employees Working Extra Hours

Good afternoon Everyone!

| trust this email finds you all well. Dr. Tracey would like to emphasize, as a reminder, that all existing employee working
extra hours CAN NOT EXCEED 10 hours per week. Principals, please check all Recs before submittal to the Business office;
and Business office, please check the Rec before sending them to Dr. Tracey for signature. Thank you all so much.

Have a great day!

Best,

Rae Johnson

Executive Administrative Assistant to the Superintendent]
New Haven Public Schools

54 Meadow Street New Haven, CT 06519

P: (475) 220-1003 F: (203) 946-7300

Excellence in Education!
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