2007-08 ASSISTANT/PARA-PROFESSIONAL PAYROLL REPORT

PAYROLL PERIOD


   
PAYROLL DATE:




ASSISTANT:



SCHOOL:
 



APPROVED HOURS PER DAY:



DAYS IN PAYROLL PERIOD:




Mark the boxes below to denote payroll items for this period.  For example, if the assistant is sick all day, you would write S 1 in the appropriate box.  Likewise, if the assistant takes half a personal day, you would write P ½ in the appropriate box.  If the assistant worked 2.5 hours less than the regular established hours due to a staff development day or other circumstances, you would write R –2.5 in the appropriate box.  Please mark out any day that was not a workday for your assistant in this payroll period.  If you have any questions on how to complete the payroll card, contact Becky Webb at the Joint Services Office.

P = Personal            S = Sick            R = Reduction of Hours           F = Funeral           O = Other (Explain)
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TOTAL SICK DAYS USED IN THIS PERIOD




TOTAL PERSONAL DAYS USED IN THIS PERIOD




TOTAL HOURS REDUCTION IN THIS PERIOD

COMMENTS TO EXPLAIN THE ABOVE PAYROLL CARD

DATE REPORT SUBMITTED


SIGNATURE OF SUPERVISING TEACHER

PLEASE FAX COMPLETED FORM TO:
BECKY WEBB







Joint Services Office







Fax: (317) 462-9286

FAX TO JOINT SERVICES ON THE LAST DAY OF THE PAYROLL PERIOD

(Two Weeks Before Pay Date)

