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PAYDAY 

Payday is on the 25th of each month.  If the 25th falls on a weekend or on a District Office holiday, 
payday will be on the prior working day. 

DIRECT DEPOSIT 

All employees are required to receive their paychecks by direct deposit to the financial institution of 
their choice.  Direct deposit information must be completed online through Employee Access, or the 
form must be received by the Payroll Department no later than the 10th of the month in order for the 
paycheck to be directly deposited.  Any paychecks that are not direct deposit will be printed as a paper 
check, and will need to be picked up from the Payroll Department on payday. 

PAYSTUBS 

Paystubs are found in Employee Access under Check History, and are available for viewing as early as 
two days prior to payday.  Employees are encouraged to look at their paychecks on a monthly basis 
and to report any discrepancies or questions to the Payroll Department immediately. 

TIME KEEPING SYSTEM (TRUE TIME) 

Hourly and Miscellaneous employees use the True Time system to track their time.  Employees may 
use the time clocks or computers to clock in and out, and to submit their time.  Hourly employees may 
swipe their badges with the time clocks.  Miscellaneous employees’ badges are not electronic and will 
not work on the time clocks; therefore, they must enter an assigned 6-digit ID number.  The 
administrative assistant will program the badges or assign the 6-digit ID number.   

True Time must be submitted electronically on a weekly basis and paid in the following month. If 
time is not submitted and approved by the deadline each month, you will be paid for that time in the 
next month after it is received by Payroll.  Calendars and instructions are available on Payroll’s 
website.   

TIMESHEETS 

Paper timesheets are due the last day of the month to the school or administrative assistant and will be 
paid in the following month.  If a timesheet is not submitted to Payroll by the deadline each month, 
that timesheet will be paid in the next month after it is received. 

UTAH RETIREMENT SYSTEMS (URS) 

Hourly and Miscellaneous employees are ineligible for employer contributions with the Utah 
Retirement Systems (URS).  Employees may, however, elect to contribute their own funds into a 401k, 
457, Roth IRA, or traditional IRA with URS.   403b’s are also available through companies with a 
payroll deduction set up.  Information is available on Payroll’s website. 
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EMPLOYEE RIGHTS AND RESPONSIBILITIES 
UNDER THE FAMILY AND MEDICAL LEAVE ACT 

Basic Leave Entitlement 
FMLA requires covered employers to provide up to 12 weeks of unpaid, 
job-protected leave to eligible employees for the following reasons:  

 for incapacity due to pregnancy, prenatal medical care or child birth  
 to care for the employee s child after birth, or placement for adoption  

  or foster care  
 to care for the employee s spouse, son, daughter or parent, who has 

  a serious health condition  or 
 for a serious health condition that makes the employee unable to       

  perform the employee s job  

Military Family Leave Entitlements 
Eligible employees whose spouse, son, daughter or parent is on covered 
active duty or call to covered active duty status may use their 12-week 
leave entitlement to address certain qualifying e igencies   ualifying 
exigencies may include attending certain military events, arranging for 
alternative childcare, addressing certain nancial and legal arrangements, 
attending certain counseling sessions, and attending post-deployment 
reintegration brie ngs  
 
FMLA also includes a special leave entitlement that permits eligible 
employees to take up to 26 weeks of leave to care for a covered service-
member during a single 12-month period   A covered servicemember is: 
(1) a current member of the Armed Forces, including a member of the 
National Guard or Reserves, who is undergoing medical treatment, 
recuperation or therapy, is otherwise in outpatient status, or is otherwise 
on the temporary disability retired list, for a serious injury or illness  
or (2) a veteran who was discharged or released under conditions other 
than dishonorable at any time during the ve-year period prior to the 

rst date the eligible employee takes FMLA leave to care for the covered 
veteran, and who is undergoing medical treatment, recuperation, or 
therapy for a serious injury or illness

 
uring FMLA leave, the employer must maintain the employee s health 

coverage under any “group health plan” on the same terms as if the 
employee had continued to work   pon return from FMLA leave, most 
employees must be restored to their original or equivalent positions 
with equivalent pay, bene ts, and other employment terms  
 

se of FMLA leave cannot result in the loss of any employment bene t 
that accrued prior to the start of an employee s leave  
 

Employees are eligible if they have worked for a covered employer for at 
least 12 months, have 1,250 hours of service in the previous 12 months*, 
and if at least 50 employees are employed by the employer within 5 miles  

 

A serious health condition is an illness, injury, impairment, or physical 
or mental condition that involves either an overnight stay in a medical 
care facility, or continuing treatment by a health care provider for a 
condition that either prevents the employee from performing the functions 
of the employee s job, or prevents the quali ed family member from 
participating in school or other daily activities  
 
Subject to certain conditions, the continuing treatment requirement may 
be met by a period of incapacity of more than 3 consecutive calendar days 
combined with at least two visits to a health care provider or one visit and 

a regimen of continuing treatment, or incapacity due to pregnancy, or 
incapacity due to a chronic condition   ther conditions may meet the 
de nition of continuing treatment  

An employee does not need to use this leave entitlement in one block   
Leave can be taken intermittently or on a reduced leave schedule when 
medically necessary   Employees must make reasonable efforts to schedule 
leave for planned medical treatment so as not to unduly disrupt the 
employer s operations   Leave due to qualifying exigencies may also be 
taken on an intermittent basis  

Employees may choose or employers may require use of accrued paid 
leave while taking FMLA leave   n order to use paid leave for FMLA 
leave, employees must comply with the employer s normal paid leave 
policies  
 

Employees must provide 30 days advance notice of the need to take 
FMLA leave when the need is foreseeable   hen 30 days notice is not 
possible, the employee must provide notice as soon as practicable and 
generally must comply with an employer s normal call-in procedures  
 
Employees must provide suf cient information for the employer to determine 
if the leave may qualify for FMLA protection and the anticipated timing 
and duration of the leave   Suf cient information may include that the 
employee is unable to perform job functions, the family member is unable 
to perform daily activities, the need for hospitalization or continuing 
treatment by a health care provider, or circumstances supporting the need 
for military family leave   Employees also must inform the employer if 
the requested leave is for a reason for which FMLA leave was previously 
taken or certi ed  Employees also may be required to provide a certi cation 
and periodic recerti cation supporting the need for leave   
 

Covered employers must inform employees requesting leave whether 
they are eligible under FMLA   f they are, the notice must specify any 
additional information required as well as the employees  rights and 
responsibilities   f they are not eligible, the employer must provide a 
reason for the ineligibility  
 
Covered employers must inform employees if leave will be designated 
as FMLA-protected and the amount of leave counted against the employee s 
leave entitlement   f the employer determines that the leave is not 
FMLA-protected, the employer must notify the employee  
 

FMLA makes it unlawful for any employer to: 

 interfere with, restrain, or deny the exercise of any right provided  
  under FMLA  and
 discharge or discriminate against any person for opposing any practice  

  made unlawful by FMLA or for involvement in any proceeding under  
  or relating to FMLA  

An employee may le a complaint with the S  epartment of Labor 
or may bring a private lawsuit against an employer   
 
FMLA does not affect any Federal or State law prohibiting discrimination, 
or supersede any State or local law or collective bargaining agreement 
which provides greater family or medical leave rights  

1- 66- S- AGE (1- 66- - 2 3) : 1- - -562
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Legal Liability Protection 
for School District Employees

Your School District and its employees are covered for liability by: 
The Utah State Risk Management Fund. (Hereafter the Fund)

Lawsuits are defended by: The Litigation Division of the 
Utah Attorney General’s Office.

YOUR UTAH STATE RISK MANAGEMENT
FUND COVERAGE RIGHTS
If a civil claim or a civil lawsuit for damages is brought against you for acts or
omissions occurring:
1. During the performance of your duties;
2. Within the scope of your employment; or
3. Under color of authority, then, under the Governmental Immunity Act of Utah 
you may have the right:
• To have any lawsuit defended by an attorney at no cost to you;
• To have any claim settlement paid on your behalf; and
• To have any judgment entered against you paid for you.

SECURING COVERAGE
To secure these rights you must:
• Immediately notify the School District of any 
claim or lawsuit;
• Immediately forward to the School District all 
legal documents served on you;
• Make a written request to the School District 
for defense and indemnification within ten days 
of the service of a lawsuit; and
• Cooperate in the subsequent investigation 
and defense, including making an offer of 
judgment if requested.

WHAT IS NOT COVERED?
Your rights to defense and payment of claims or 
judgments do not cover acts or omissions
involving:
• Fraud;
• Willful misconduct;
• Impairment due to your use of alcohol or drugs; or
• False testimony under oath..

Criminal Defense Protection
As a School District employee if: Criminal charges are filed against you for acts or omissions occurring:
1. During the performance of your duties;
2. Within the scope of your employment; or
3. Under color of authority,
then under the terms of Utah Code 52-6 you have the right to recover from your employing School District
reasonable attorneys fees and court costs, if the indictment or information is quashed, dismissed or results 
in an acquittal, unless it is quashed or dismissed on motion of the prosecuting attorney. The Fund does NOT 
provide an attorney nor pay for attorneys fees incurred in defending a criminal case, nor does it cover or pay 
for any fines, fees, or any other costs assessed in a criminal case.



Additional Insurance Options

State Risk 
Fund

Coverage for employees of School Districts 
under the Governmental Immunity Act is 
generally consistent with the Utah 
Governmental Immunity Act damage caps. 
The Fund may cover School 
Districts’ obligations to their employees up 
to $10 million per occurrence. Coverage is 
primary and pays before other coverages. 
Punitive damages are not covered. Liability 
for district vehicle usage by employees is 
covered by the fund.

N/A No criminal defense coverage.

UEA Coverage limits are $1 million per 
occurrence in damages awarded, $3 million 
per occurrence aggregate, except civil 
rights; $300,000, per occurrence for civil 
right claims inclusive of defense costs. 
Coverage is excess of any statutory 
protection, such as your Governmental 
Immunity Act coverage with the Fund.

Bail bond premiums, up to $1,000 
per bond covered; Personal property 
damage caused by assault up to $500 
covered;

$35,000 per school related criminal 
proceeding if exonerated from all 
charges, if charges are withdrawn or 
dismissed or if case is the result of 
corporal punishment. Coverage is 
excess of any statutory protection, such 
as UCA 52-6.

AFT Coverage limits are $1 million per member 
and $2 million aggregate, except $250,000 
per member per year for denial of 
constitutional rights. Coverage is excess 
of any statutory protection, such as your 
Governmental Immunity Act coverage 
with the Fund.

Bond premium available if required for 
the defense of a suit; Personal property 
damage caused by assault up to $250 
covered; $10,000 assault death benefit 
covered; $5,000 defense costs in 
licensure or credential hearing covered.

$35,000 per member per year for school 
related criminal charges if completely 
exonerated or if case results from 
corporal punishment. Coverage is 
excess of any statutory protection, such 
as UCA 52-6.

AAE Coverage limits are $2 million per 
occurrence and $2 million aggregate and 
all legal fees are covered, except sexual 
harassment or abuse.

Bail bond premiums, up to $1,000 per 
bond covered. Legal consultation for 
workplace employment issues.

$10,000 per member per claim in legal 
coverage for corporal punishment. 
Coverage is excess of any statutory 
protection, such as UCA 52-6.

Civil Liability Coverages
Civil coverage not provided 
by Governmental Immunity 

Act.Fund
Criminal Defense Coverages

For additional information about your rights please see the following:
The Utah Governmental Immunity Act UCA 63G-7; Reimbursement of Criminal Defense Costs UCA 52-6;

Your District Risk Manager or Business Official; or
The Utah State Division of Risk Management

4315 S 2700 W
Salt Lake City, Utah 84129

(801) 957-7170

*The information provided here is a general description and comparison of coverages. For a detailed explanation of coverages you 
mayrefer to the statutes cited above and coverage brochures provided by UEA & AFT.and coverage brochures provided by UEA & 
AFT.
AAE – www.aaeteachers.org for information.
AFT - www.ut.aft.org for information
UEA - www.myuea.org for information



 
 

 
New Health Insurance Marketplace Coverage    
Options and Your Health Coverage      

 

PART A: General Information 
When key parts of the health care law take effect in 2014, there will be a new way to buy health insurance: the Health 

Insurance Marketplace. To assist you as you evaluate options for you and your family, this notice provides some basic 

information about the new Marketplace and employmentbased health coverage offered by your employer. 

 

What is the Health Insurance Marketplace? 

The Marketplace is designed to help you find health insurance that meets your needs and fits your budget. The 

Marketplace offers "one-stop shopping" to find and compare private health insurance options. You may also be eligible 

for a new kind of tax credit that lowers your monthly premium right away. Open enrollment for health insurance 

coverage through the Marketplace begins in October 2013 for coverage starting as early as January 1, 2014. 

 
Can I Save Money on my Health Insurance Premiums in the Marketplace? 

You may qualify to save money and lower your monthly premium, but only if your employer does not offer coverage, or 

offers coverage that doesn't meet certain standards. The savings on your premium that you're eligible for depends on 

your household income. 

 
Does Employer Health Coverage Affect Eligibility for Premium Savings through the Marketplace? 

Yes. If you have an offer of health coverage from your employer that meets certain standards, you will not be eligible 

for a tax credit through the Marketplace and may wish to enroll in your employer's health plan. However, you may be 

eligible for a tax credit that lowers your monthly premium, or a reduction in certain cost-sharing if your employer does 

not offer coverage to you at all or does not offer coverage that meets certain standards. If the cost of a plan from your 

employer that would cover you (and not any other members of your family) is more than 9.5% of your household 

income for the year, or if the coverage your employer provides does not meet the "minimum value" standard set by the 

Affordable Care Act, you may be eligible for a tax credit.1 

 

Note: If you purchase a health plan through the Marketplace instead of accepting health coverage offered by your 

employer, then you may lose the employer contribution (if any) to the employer-offered coverage. Also, this employer 

contribution -as well as your employee contribution to employer-offered coverage- is often excluded from income for 

Federal and State income tax purposes. Your payments for coverage through the Marketplace are made on an after-

tax basis. 

 
How Can I Get More Information? 

For more information about your coverage offered by your employer, please check your summary plan description or 

contact                                                                                                                                                       . 

 

The Marketplace can help you evaluate your coverage options, including your eligibility for coverage through the 

Marketplace and its cost. Please visit HealthCare.gov for more information, including an online application for health 

insurance coverage and contact information for a Health Insurance Marketplace in your area. 

 
 
 
 
 
 
 
 
 
 
 
1 An employer-sponsored health plan meets the "minimum value standard" if the plan's share of the total allowed benefit costs covered 

by the plan is no less than 60 percent of such costs. 

        Form Approved                          
  OMB No. 
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PART B: Information About Health Coverage Offered by Your Employer 
This section contains information about any health coverage offered by your employer. If you decide to complete an 

application for coverage in the Marketplace, you will be asked to provide this information. This information is numbered 

to correspond to the Marketplace application. 

3. Employer name 4. Employer Identification Number (EIN)

5. Employer address 6. Employer phone number

7. City 8. State 9. ZIP code

10. Who can we contact about employee health coverage at this job?

11. Phone number (if different from above) 12. Email address

Here is some basic information about health coverage offered by this employer: 

• As your employer, we offer a health plan to:

All employees.  

Some employees. Eligible employees are: 

• With respect to dependents:

We do offer coverage. Eligible dependents are: 

We do not offer coverage. 

If checked, this coverage meets the minimum value standard, and the cost of this coverage to you is intended to 

be affordable, based on employee wages. 

** Even if your employer intends your coverage to be affordable, you may still be eligible for a premium 

discount through the Marketplace. The Marketplace will use your household income, along with other factors, 

to determine whether you may be eligible for a premium discount. If, for example, your wages vary from 

week to week (perhaps you are an hourly employee or you work on a commission basis), if you are newly 

employed mid-year, or if you have other income losses, you may still qualify for a premium discount. 

If you decide to shop for coverage in the Marketplace, HealthCare.gov will guide you through the process. Here's the 

employer information you'll enter when you visit HealthCare.gov to find out if you can get a tax credit to lower your 

monthly premiums. 

Jordan School District

7387 South Campus View Dr.

West Jordan

Cheryl Matson

876000497

801-567-8285

UT 84084

cheryl.matson@jordandistrict.org

1. Licensed/Administrator employee working 20 or more hours per week; Classified employee
working 30 or more hours per week on a permanent basis for Jordan School District; or
2. Is a Retiree as outlined in the Jordan School District Policy Manual, DP 319 and DP 373.

Legal spouse through marriage and legal dependent children(this includes children through adoption 
and step-children through marriage).





Page -6-


	Table of Contents ClsHr
	NewHire2
	District Information
	01 Table of Contents



	Payroll Information Hourly
	Employee Rights Printed
	Legal Liability Protection
	Maketplace Coverage Printed



