July 31, 2015
Principals and Presidents
Catholic Schools
Archdiocese of Seattle
Re:
Benefit Eligible School Support Staff
With the school year rapidly approaching, the decision has been made to allow school support staff who are benefit eligible (working 30 or more hours per week in a school work week) to remain classified as “Salaried Non-Exempt” for the 2015-16 school year.  They will be paid a set salary over twelve months (26 pay periods) for their school year’s work just as they have in the past.  They will also keep their benefits over the summer and have any payroll deductions taken over the entire year. 

This can only be done if the employee will accurately record each hour worked on a daily basis via a secured cloud based time record (see attached instructions).  This is to include all hours worked in the day excluding the intervening meal period.   We must have accurate hours worked!   The completed time record will be uploaded by the employee through our secured cloud service daily.  This is essential in order to comply with the requirements of the Affordable Care Act.   
Without accurate and timely reporting of work hours the employee must be converted to a straight hourly positon with no salary over the summer months.  

Please do not hesitate to contact us with your questions.  Matt Boswell 206 264-2083 or Karen Tarabochia at 206 382-4869.

Matthew Boswell





Karen Tarabochia 
Human Resources Office




Catholic Schools Office
Cc:
Pastoral Leaders


Pastoral Assistance for Administration

Enclosure: 
Sample Employee Communication Letter

Detail “Box” instructions
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