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How to get Payroll Forms from  G-drive



All Staff are paid for Services performed according to Payroll Schedule.  All forms and procedure 
can be found on G-drive at                                                          Please Note: all late payroll will 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. 

Part-Time and Full-Time Staff Contact Information

Special funds Payroll 
Account # starting with 25*

Luz Rivera 
475-220-1380  LUZ.RIVERA@new-haven.k12.ct.us

Simret Crimley 
475-220-1382 SIMRET.CRIMLEY@new-haven.k12.ct.us

General Funds/Interdistrict  Part-Time Payroll 
Account # starting with: General Funds *190  Interdistrict 270*

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

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

Full Time ( 200 Orange St.)
Jessica Criscuolo
203-946-8290  JCriscuo@newhavenct.gov
F/T Teacher and Para Payroll
Substitute Payroll
Time Accruals
Pension
Direct Deposit
W4 updates/Changes

Note: you can view you pay stub at 
https://newhavenct.munisselfservice.com. 
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PART-TIME REQUEST PAYROLL PROCESS 
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PRIOR TO 
SUBMISSION 

• 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  



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

Payroll Rate Code and Rates
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Regular Recommendation For Hire

4-A

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.

• To: Superintendent 
• 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 and must be

current Fiscal Year
• Program Name: should be the program name which is Grant name (not the School Name)
• Work Location: the school/Department, Staff Name: Employee first and last name, 
Job Title please you specify Full Time or Part Time.  For Full Time please add union# (Ex: FT 

teacher Local #933  FT Para Local#3429) Pay Rate,   hours per a week, number of weeks, 
Detailed work description, Emp# if new employee just type New do not leave blank, Total Cost 
will automatically calculate the pay rate, hours and number of weeks , X Person hired meets 
program Requirements just put  X.  At the bottom will automatically calculate Grand total of 
the Rec. 
• At the bottom: Principal/Supervisor or Head Department signature and Phone# is required

The Same process  goes when you are preparing a Recommendation for Hire for Replacement  

The only thing different about the page is the Description of Duties (See Next Page)

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



The Same process as shown previous page 
(Replacement Recommendation for Hire Form) 

The only thing different about this page is the 
Description of Duties (See Sample below)

Please Note: On the description put Job 

Title, the name of person you are replacing, 

reason of replacement and Last day 

worked (1/12/22),

Ex: Tutoring/replacing John Doe John Doe 

found another Job, moved out of state, Fired,  

on 1/31/22

•

When Replacing an Employee use this  Recommendation For Hire

4-B



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.

• To: Superintendent 
• From: must be the  name of the Supervisor, Principal or Department Head.
• From Account# Type current Account current employees are getting paid from
• To Account# Type the new account that the employees will be paid out off.
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 and must be

current Fiscal Year
• Program Name: should be the program name which is Grant name (not the School 

Name)
• Work Location: the school/Department, Staff Name: Employee first and last name, 
Job Title please you specify Full Time or Part Time.  For Full Time please add union# (Ex: FT 

teacher Local #933  FT Para Local#3429) Pay Rate,   hours per a week, number of weeks, 
Detailed work description, Emp# if new employee just type New do not leave blank, Total 
Cost will automatically calculate the pay rate, hours and number of weeks , X Person hired 
meets program Requirements just put  X.  At the bottom will automatically calculate Grand 
total of the Rec. 
• At the bottom: Principal/Supervisor or Head Department signature and Phone# is 

required

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

When Transferring Employees to different Funding use this Recommendation For Hire

4-C



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 samples on the timesheet, when completing 
Please follow the Sample when completing the Rec. don’t leave 

anything Blank
Summer Rate Codes are: (you will be using different timesheet with for summer)
702- Certified Teachers     707- NON Certified BA or Better

Procedure on preparing Payroll Forms ( Timesheet)
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Below Lists Must be completed on the Pre-Run
• School Name and Program Name
• Organization Code/Funding Source#
• To be paid Date:____________
• Pay Period Date: __________and Emp#
• Last Name and First Name
• Hours Approved Per a week
• Rec. Expiration Date
• Object Code
• Rate Code
• Rate
• Hours
• Total Amount 
• Make sure Pre-Run is sorted in Emp# order.
• Employee signature___________
• Principal Signature____________
• Dept. Head Signature___________

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

• -Run, when completing a blank Pre-Run.

Procedure on preparing Payroll Forms (Pre-Run)
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Attendance Sheet 

Below Lists Must be completed on the Attendance sheet
Must be provided by Teacher, Degreed employees, and 

Skilled workers Position
• Date___________
• School Name____________
• 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

Procedure on Preparing Payroll Forms ( Student Attendance)
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How to Read Part-Time Payroll Schedule
• 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 is the day you submit Signed Pre-run and 
Timesheets along with Student Attendance to the Payroll Department 
for Processing.

Part Time Payroll Schedule
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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)

• Fill in 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 legal 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

Stipend Rec. for Hire – for Full Time Teachers only
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Please attach Justification, presentation materials/Agenda with the Stipend  
recommendation for Hire forms  (see sample below)

1 10



Below Lists Must be completed on the Pre-Run
• School Name and Program Name
• Organization Code/Funding Source#
• To be paid Date:____________
• Pay Period Date: __________and Emp#
• Last Name and First Name
• Hours Approved Per a week
• Rec. Expiration Date
• Object Code
• Rate Code
• Stipend Amount 
• Total Amount 
• Make sure Pre-Run is sorted in Emp# order.
• Employee signature___________
• Principal Signature____________
• Dept. Head Signature___________

Please follow the Sample when completing the Rec. don’t leave 
anything Blank  If the Pre-Run is completed by someone else 

other than you, Skip this page 
• for Processing.

Stipend Pre-Run– for Full Time Teachers only
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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 line, 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

Stipend Timesheet– for Full Time Teachers only
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Attendance Sheet 

Attach 
Sign-In Sheet

or 
Student listing

With the payroll

Things to Attach when submitting the Payroll
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Location/School Codes
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DO: DON’T:
Recommendation for Hire must be approved by all 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 4th 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 
classroom.  If they are assisting in the classroom employee does not qualify for degree 

rate.
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.
• FT hourly apply to those performing Regular duties after School

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

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.

Payroll Do’s and Don’ts
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Navigating the Payroll Process – Follow the flow chart to process payroll Accurately
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• 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 HR. and Superintendent Part-Time Staff Guidance
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