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Memo

To:
All School Payroll Administrators
From:
Payroll Services
Date:
7/28/2014
Re:
Processes for Covenant New Hires, Terminations, and Transfers
The purpose of this memo is to provide locations with detailed information as to how the September 2014 – August 2015 covenant employees should be handled for the new covenant year. The information provided in this memo is based on how UltiPro was configured and conversations with Office of Catholic Schools. Covenant employees need to receive their annual salary over 26 paychecks. In order to achieve this, we need to follow the guidelines below:
The first pay date of the new 2014 / 2015 covenant year is the first paycheck of September 2014:

· Pay Group 1 – The first paycheck in September will be on 09/09/14 for the pay period of 08/17/14 – 08/30/14.

· Salary adjustments must be entered by the locations with an effective date of 08/17/14. 
· New hires must be entered by the locations with an effective date of 08/17/14.  

· Termination dates for the 2013 / 2014 contract year will be 08/16/14. 

· Their last paycheck for that covenant year will be the pay date of 08/26/14.

· Their last paycheck with a covenant adjustment will be the 08/26/14 pay date.

· Transfers will be processed by PSO based on the PSOPAF-Transfer Form received.

· Pay Group 2 – The first paycheck in September will be on 09/02/14 for the pay period of 08/10/14 – 08/23/14.

· Salary adjustments must be entered by the locations with an effective date of 08/10/14. 

· New hires must be entered by the locations with an effective date of 08/10/14.  

· Termination dates for the 2013 / 2014 contract year will be 08/09/14. 

· Their last paycheck for that covenant year will be the pay date of 08/19/14.

· Their last paycheck with a covenant adjustment will be the 08/19/14 pay date.

· Transfers will be processed by PSO based on the PSOPAF-Transfer Form received.

We ask that the locations process only new hires and terminations (for non transferring employees) in UltiPro. PSO will need to process transfers in UltiPro rather than having the locations terminate them at the old location and hire them at their new location. For PSO to process the transfer, we will need the new locations to submit a completed PSOPAF- Employee Transfer Form to PSO by August 9th, 2014. 
Attached you will find the PSOPAF-Employee Transfer Form, instructions for how the transfer process will be handled, and detailed instructions on how to process a new hire in UltiPro.  These instructions will also be posted to the Bookkeeper/Administrator section on the UltiPro portal.

If you have questions, please contact the Payroll Services Office at the main line at 206-274-7662 or by email at PayrollServices@seattlearch.org. 
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