
NEW EMPLOYEE ORIENTATION

CERTIFICATED STAFF



PAYROLL DEPARTMENT
Sharon Faria - Fiscal ServicesSupervisor, ext 2251 sfaria@rialtousd.org 

A-F : Sofia Escobar, ext 2247, vescobar@rialtousd.org

G-M: Nadine Jones, contact ext 2243, njones@rialtousd.org

N-Z: Amy Scherbarth, ext 2246, ascherba@rialtousd.org

mailto:sfaria@rialtousd.org
mailto:vescobar@rialto.usd.org
mailto:njones@rialtousd.org
mailto:ascherba@rialtousd.org


FORMS
All forms must be submitted with wet ink signature

Business Services / Fiscal Services

https://kec.rialto.k12.ca.us/Page/1930


FORMS
Tax Forms- Due 15th of the month
W - 4 : Federal Employee’s withholding certificate  
DE-4: State EDD Employee’s withholding allowance



FORMS

DNP- Deferred Net Pay

● Irrevocable for the school year & due by August 15th
● Normal Salary is paid 10 months Sept-June
● 16.67 % of net pay (after taxes) is placed in a “savings bucket”
● Paid out in two equal installments on July 1st & August 1st
● Previously taxed and a way to get paid each month for 12 months



FORMS
DNP- Deferred Net Pay



FORMS

Voluntary Deductions
Summer Savers-Schools First
Various Insurance carriers i.e. NTA, American Fidelity, The Standard  
Retirement accounts- Schools First Retirement 8 0 0 - 4 6 2 - 8 3 2 8

Ext. 4116

Public-sector and nonprofit organizations don't offer 401(k) plans that employees can contribute  

to. However, they can and do offer other employer-sponsored plans: the 403(b) and the 457.A  

403(b) plan (also called a tax-sheltered annuity or TSA plan) is a retirement plan offered by  

public schools and certain 501(c)(3) tax-exempt organizations.

There are significant tax advantages for participants in a 403(b), including pre-tax contributions  

to a 403(b) plan and earnings on these amounts are not taxed until they are distributed from the  

plan. (https://www.irs.gov/retirement-plans)

https://www.investopedia.com/terms/e/employer_sponsored_plan.asp
https://www.irs.gov/retirement-plans/irc-403b-tax-sheltered-annuity-plans
http://www.irs.gov/retirement-plans)


FORMS

EFT Authorization Form & EFT Stop Notice
● Must be submitted in person with valid ID & voided check or bank  

form attached
● Prenote Test successful Direct deposit the following payroll
● 1st check sent to site
● Prenote Cycle each time you change your banking account



TIME CARDS
● Due Date: 10th of the month
● Employee’s responsibility to  

submit on time
● Extra Duty - blue

Period coverage - salmon
● Rate: $50.40/hr.
● PSR must be in Processed status



PAYROLL DUE DATES
15th of the month for next payroll date
Tax Forms
Voluntary deductions changes (including TSA, 457)
EFT forms- If form is late and funds are returned from old account to the  
County Schools, it may take up to 10 business days for Payroll to receive  
paper check (slightly flexible date)

10th of the month for next payroll date
Extra Duty Time Cards  
Period Substitue Time Cards

Adjusted Due Dates
December and fiscal year end - memos will be sent as needed

Due date falls on weekend or holiday - due last business day prior



SICK LEAVE
&  
ABSENCE
AFFIDAVITS

SICK LEAVEACCRUALS

● 10-month Employees = 70 hours accrual

LEAVE TYPES - yearly maximums  
(Deducted from sick leaveaccrual)

● Personal Necessity - 7 days
● Family Illness - 6 days
● General Leave - 3 days

LEAVE TYPES NOT DEDUCTED FROM  
SICK LEAVEACCRUAL

● Jury Duty - slip required

● Bereavement - 3 days
○ Out of State- 5days

ABSENCE AFFIDAVITS

● Site secretaries print on weekly basis and  
request your signature



RETIREMENT

CALSTRS

CALPERS

CLICK HERE TO CREATE A MYCALSTRS ACCOUNT

Contribution Rates 2022 - 2023

Classic Members 7%

Pepra Members 8%

Fiscal Year 

Creditable Service 

Performed In

DB Member 

Contributiojn Rate 

CalSTRS 2% at 60

DB Member 

Contribution Rate 

CalSTRS 2% at 62

Prior to 07/01/2014 8.00% 8.00%

2014-15 8.15% 8.15%

2015-16 9.20% 8.56%

2016-17 10.25% 9.205%

2017-18 10.25% 9.205%

2018-19 10.25% 10.205%

2019-20 10.25% 10.205%

2020-21 10.25% 10.205%

2021-22 10.25% 10.205%

2022-23 10.25% 10.205%

https://my.calstrs.com/MyCalSTRSWebUI/Root/Pages/Login.aspx


CLICK HERE TO LOGIN TO BEST NET

https://kec.rialto.k12.ca.us/Page/1930


Conclusion
QUESTIONS?


