Signature Required Upon Submission

FAX TO: 301 952 6088

FILE COPY KEPT IN SCHOOL


Request for Retro Payment for PGCEA Unit I Members (Teachers) ONLY
For Providing 

Classroom and/or Lunch Recess Monitor Coverage 
** Use for Late Time or Time Correction Reporting ONLY **

To:  Payroll Services





     Date: _____________________
Employee Name (print): ______________________________________ EIN: ____________________
School Name: __________________________________________  Cost Center: ________________
	Coverage For 
(Teacher Name or Lunch/Recess Monitor Name)
	Date(s) Coverage Provided
	Total Hours Worked

	Teacher
	L/R Monitor
	Name                                        EIN
	
	(Hours must be for each day – not to exceed 5 hours each day)
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Principal Signature  _____________________________________
Date________________________
Guidelines

1. This document is intended to capture hours that may have been worked by Unit I members (teachers) to provide coverage for a class, in  

                
the absence of a substitute teacher, or for covering lunch/recess.    

2. Principals should indicate the name of the teacher and/or lunch recess monitor that the coverage is being provided.  If there is a 

vacant position, please designate vacancy in the “Coverage For” box.  Please note that vacant positions may need to be validated by the Human Resources Division.    

3. Unit I member (teachers) will be paid $18 an hour for volunteering, or being assigned to cover/teach a class other than their regularly   

                
scheduled class.  This amount is payable in 1 hour increments 
4. In the absence of substitute teacher coverage, unit members who receive students from a divided classroom will be paid a prorated share of  
$18 an hour.  This amount is payable in 1 hour increments up to a maximum of 5 hours a day.  
5. In the absence of lunch/recess monitor coverage, unit members who cover lunch/recess will be paid $15 an hour.  This amount 
                
is payable in 30 minute increments up to a maximum of 5 hours a day.  
	FOR PAYROLL USE ONLY

Date Processed:  _________________________________________  Pay Period End Date:  ___________________________________



PGCEA Unit I Members (Teachers) Classroom and Lunch/Recess Monitoring Coverage

This form should only be used if time is submitted late or for time correction. Timekeepers should report Classroom and Lunch/Recess Monitoring Coverage on a biweekly basis using the OTL Timecards. To report Classroom teacher, use the “PGCEA Substitute Coverage Pay” in the hours type column. To report Lunch/Recess monitoring, use the “PGCEA Monitor Pay” in the hours type column. Please contact your Payroll Services Clerk if you have specific questions about completing the Retro Payment Form.

Instructions

The document is designed to submit time for one PGCEA Unit I member (teacher) only and can be used for coverage for up to 7 teachers or monitors.  Additional forms should be used for coverage beyond 7 teachers or monitors.


1. Fill in the date, employee name, EIN, school name and cost center of the PGCEA Unit I member for which reimbursement is being requested.  


2. Fill in the name(s) of the teacher and/or monitor that coverage was provided for on the lines provided in the chart.  Up to seven (7) teachers and/or monitors can be included on one form.  Additional forms should be used for coverage beyond 7 teachers or monitors.  If this is for a vacant position, designate vacancy on the “Coverage For” line.  Please note that vacant positions may need to be validated by the Human Resources Division.  
 

3. Check the appropriate box of teacher and/or monitor for which the coverage was provided.  

4. Provide the date or dates that the coverage was provided in the column designated for this information.  This can be a single date such as 10/16/07 or it can be multiple dates such as 10/16, 10/17, 10/18, 10/19.

5. Provide the number of hours worked in the column designated for this information according to the requirements list below. 

a. Unit I members (teachers) will be paid $18 an hour for volunteering, or being assigned to cover/teach a class other than their regularly scheduled class.  This amount is payable in 1 hour increments.  Round partial hours up to the hours for each coverage assignment.  

b. In the absence of substitute teacher coverage, Unit I members (teachers) who receive students from a divided classroom will be paid on a prorated share of $18 an hour.  This amount is payable in 1 hour increments.  Round partial hours up to the hour for each coverage assignment.
i. The dividing of a class should only occur as a last resort. If a regular class is split between teachers, each teacher receiving students will be eligible for payment based on a pro-rated payment schedule.

ii. The timekeeper must divide the total number of hours that the students were assigned to another classroom by the total number of teachers to determine the amount of time to enter into Oracle (not to exceed the maximum of 5 hours each day). 

iii. Example: Classroom of 28 is divided between 4 teachers for the 7.5 hour day. The 7.5 hours must be divided by 4 teachers = 1.875 hours. The 1.875 will be rounded up to next hour (2). The time keeper will use the PGCEA Substitute Coverage Pay element to report 2 hours for each of the 4 teachers that performed the substitute duty. 

c. In the absence of lunch/recess monitor coverage, unit members who cover lunch/recess will be paid $15 an hour.  This amount is payable in 30 minute increments.  Round partial 30 minute half-hour assignments up to the half-hour for each coverage assignment.

6. Principals must review and approve the assignments covered, the dates of the coverage and the hours worked.

7. Fax, send or deliver the Retro Payment Form to: 
Payroll Services
Room 132, Sasscer Administration Building
14201 School Lane
Upper Marlboro, MD 20772

Prince George’s County Public Schools( 14201 School Lane ( Upper Marlboro, MD 20772 (  www.pgcps.org


