1834 Fields Boulevard           Greenfield, IN 46140
         Phone (317) 462-9219


HANCOCK-SOUTH MADISON JOINT SERVICES


TO:
JOINT SERVICES TEACHERS

CLASSROOM ASSISTANTS

PARA-PROFESSIONALS


FROM:
Mike Bennett, Director


RE:
Attendance Reporting and Assistant Payroll Information

· Assistant Payroll Report

· Payroll Dates

· Assistant Pay/Hours Information

· Data Modification Request

· Response to Data Modification Request

· Personal Day Request

TEACHER ABSENCE

Personal days and professional days must be requested in advance per established procedures.  The request forms are submitted to the Joint Services Program Supervisor.  A personal day can be used without prior approval for an unexpected circumstance.  The teacher is to report all absences to the school to which he/she is assigned and the Joint Services Payroll Manager (Becky Webb). Absence is to be reported to Joint Services by 9:00 A.M. on the day an absence occurs.

Itinerant personnel, school psychologists, and other certified personnel are expected to cancel any appointments that may be scheduled on a day when an absence occurs.

ASSISTANT ATTENDANCE AND PAYROLL

Assistant attendance is to be reported by the supervising teacher using the Assistant Payroll Report (attached).  It is imperative that this report be faxed (462-9286) or e-mailed to 
Becky Webb (bwebb@hsmjs.org) at the Joint Services Office on the last day of the payroll period (refer to attached Payroll Dates), as payroll information is due at Greenfield-Central Administration Office the following Tuesday.  Assistant pay cannot be guaranteed if the report is received later than the Monday following the end of the payroll.  (HINT:  These reports are due on payday!)

Please note the following:

1. After the first payroll, assistant hours cannot be changed unless the Data Modification Request form (attached) is approved.  

2. Assistants/Para-Professionals are to work on all student days.  Pay will be provided for school sponsored staff development activities if the teacher or principal determine the activity is applicable to the assistant’s position.  Work on any other days requires advance approval from the Program Supervisor.
3. When an assistant/para-professional needs to be absent, it is the assistant’s or para-professional's responsibility to notify the school and supervising teacher prior to the start of the school day per the established building procedures.  The assistant does not need to notify Joint Services.

4. Personal days are to be requested in advance using the Personal Day Request form, except in the case of an emergency.

5. Assistants should not work more than their approved hours without advance approval.  Time should be reported in increments of 15 minutes.
6. Assistants are paid for Labor Day, Thanksgiving Day, Day after Thanksgiving, Christmas Day, and New Year’s Day. 
7. If school is delayed due to inclement weather or other circumstances, non-certified personnel are expected to arrive at the school at the expected student time.

8. Questions about assistant payroll should be addressed to Becky Webb, Payroll Manager, the Program Supervisor, or Director of Special Education.

Serving the students of:

Greenfield-Central     South Madison      Mt.Vernon     Southern Hancock     Eastern Hancock


