July 31, 2015

[Employee]

[Address]
[City, Washington   ZIP]

[email@]

A method to maintain your pay in a “salaried” form has been devised for this 2015-16 school year.  This will allow for you to be paid over the summer just like you have in past years and to retain your benefit coverage over the summer.  Also, you will have any dependent coverage premiums taken out over the entire twelve months.  Just like in the past.  

There is one major change that we must have your help with.  You must accurately and regularly record all of your work time each day.  We have provided a simple “link” to secure cloud based spreadsheet for this purpose.  We understand it is another task to do each day; however, we must have the work time information.  By using this side system we can allow the payroll system to pay you on a salaried schedule.  If we do not have the data we will need to place you on a straight hourly pay model where you will enter your time worked directly in the payroll system and only be paid for hours worked.  

Procedure:

· Receive invitation from “Box” and completed log in process

· Open your time record spreadsheet
· Enter your hours worked (scheduled hours less your unpaid meal break) 

· Save 
· Repeat (the next work day)
There is no way around the fact the all-time-worked must be accounted for and reported.  We are hopeful this approach will have the most benefit and least burden.

Sincerely 

[Name]

Principal 

Cc:
Pastoral Leaders


Pastoral Assistance for Administration


HR@seattlearch.org
Enclosure: Detail “Box” instructions
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