Sonoma County Office of Education
Business Services
EXTERNAL PAYROLL AND FINANCE UPDATES
DBUG MEETING: March 24, 2022
Quarterly Reminder:
• March 31st is the due date for filing 1st Quarter taxes to EDD for 2022
• Delinquent if not filed by April 30, 2022
o Reference the Quarterly Return helpful documents at:
https://www.scoe.org/pub/htdocs/fiscal-forms.html
o Forms below:
 Quarterly Return Process, EDD
 Quarterly Return Flowchart, EDD
 Examples for Quarterly Return Filing with Negative Amounts
o Reminder under AB 1245 – SDI must be filed and paid electronically either
through the district/charter’s clearing account or by credit card (caution, there
will be a fee associated with the credit card payment)
• Remember to complete the Multiple Worksite Report(BLS3020) if applicable
• Always submit a Report of New Employee(s) (DE 34) within 20 days of the start of
work
Check Status Request Form
• Thank you to districts who pointed out that the check status request form was no longer
fillable on the SCOE website
o IT has fixed this issue
Employee Payments vs. Vendor Payments
• The employee payments function in Escape should only be used for reimbursing
employees for out-of-pocket expenses, such as supplies, travel costs, mileage, etc.
• If an employee does work for your LEA that is outside of their regular work duties, the
situation should be reviewed under Independent Contractor laws (See Escape 1099
Reporting Documentation at the link below, independent contractor information starts
on page 5)
o https://www.scoe.org/pub/htdocs/fiscal-workshop.html
o If it is confirmed that these employees are doing independent contract work,
then they need to be set up as a vendor in Escape for payment
 Make sure to get a W-9 to enter the Tax ID for the payment
o If the employee is not set up as a vendor, the system will not issue a 1099 to the
employee for the independent contractor work completed
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•

o NOTE: The employee payment function in Escape will never issue a 1099 as this
is only to be used for reimbursing employees for out-of-pocket expenses
If you have any questions about this process please feel free to email
helpdesk@scoe.org or carend@scoe.org

Attachments sent to SCOE
• Attachments directly from printer/scanner to SCOE (Avoid if possible)
o When attachments are sent directly from a printer/scanner these documents
might be missed as they come in a strange format
• Please make sure to save attachments before sending them to SCOE
o It’s also helpful to include your charter/district name and org # in the attachment
description
CalSTRS Employer Directive 2022-02 – Reduced Workload Program
• Please read the attached CalSTRS Employer Directive 2022-02 and if you have any
questions reach out to Abritton@scoe.org or Carend@scoe.org
KEYPOINTS BELOW
o Eligibility for Reduced workload program:
 Be age 55 or older prior to the start of the school term of the first school
year the member participates in the program.
 Have at least 10 years of CalSTRS service credit in the Defined Benefit
Program prior to the start of the school term of the first school year the
member participates in the program
 Be employed by a county office of education, school district, charter
school or community college district that offers the program
• See restrictions in employer directive
 Have been employed on a full-time basis to perform creditable service
under the DBS program for each of the 5 school years immediately
preceding the first school year in which the member’s workload is
reduced without having a break in service
• More information in employer directive below
o Agreement to Reduce Workload:
 Must be requested by the member and documented in a written
agreement
o Certification requirements:
 Certify the member’s eligibility for participation in the Reduced Workload
Program on the Reduced Workload Program Eligibility Certification
Application (ES 1161)
 CalSTRS will either approve or deny this request
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o Reporting requirements:
 2% at 60 members must be reported with an assignment code: 36
o Termination of Participation in the RWL Program
 Read attached for information on reasons for termination
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EDD QUARTERLY RETURN FLOWCHART

Print Pay91a in Escape

Have SUI?

No

Done!

Have SDI?

Yes
Prepare DE9423 showing
positive numbers only

No

Yes

Done!

File DE9 online
showing positive
numbers only

Are there negative
amounts?

No

Done!

Yes
Attach Form
DE938SEF to DE9423
to report negatives

Are there negative
amounts?
No

Done!

File online
adjustments to
both the Wage
Report and the
Tax Return when
applicable

Send to SCOE:
1. Copy of Pay91a (only the page with “There are no negative amounts for this Org” or the
last page with the Negative Totals)
2. Copy of DE9423
3. Copy of DE9 (if applicable)

EDD QUARTERLY RETURN PROCESS
1. Run Escape’s Pay91a for the appropriate quarter
2. Report SUI Wages on Form DE9423
a. Complete Line A using the Number of Employees Paid found on the last page of
the Pay91a
b. Line B is the Total SUI Wages on the last page of the Pay91a
i. When there are Negative Amounts, Line B is the Positive SUI Wages amount
c. Line C is the Total SUI Wages on Line B multiplied by the Employer SUI
contribution rate (current Payroll Rates can be found on Escape’s Home Page).
This amount should be the same Total SUI Deducted amount found on the last
page of the Pay91a
i. When there are Negative Amounts, Line C is the Positive SUI Deducted
amount
d. Line D is left blank when there are no negative amounts
i. When there are Negative Amounts, Line D is the Negative SUI Deducted
amount
e. Line E is the Total SUI Taxes Due and the amount you owe (Line C minus Line D)
f. When there are Negative Amounts, also complete Form DE938SEF to report
adjustments to prior quarters
3. Report SDI Wages (if applicable) on EDD’s website and make payment electronically
either by scheduling EDD to pull the funds from the district’s clearing account (after
funds have been deposited to the account to cover the payment) or by credit card
a. Report the Total SDI Wages (SDI Capped Wages when applicable)
i. When there are Negative Amounts, use the Positive SDI Wages amount and
Positive SDI Deducted amount
b. When there are Negative amounts also file online an adjustment to both the Wage
Report and the Tax Return when applicable
4. Send to Janelle Sarsfield at SCOE through AV or email to Jsarsfield@scoe.org
a. Copy of the Pay91a – Only the page with “There are no negative amounts for this
Org” or when there are negatives, the last page with the Negative Totals
b. Copy of the DE9423
c. Copy of the DE9 (if applicable)

California State Teachers’
Retirement System
Executive Office
PO Box 15275
Sacramento, CA 95851-0275
www.CalSTRS.com

February 24, 2022
TO:

All County Superintendents of Schools
District Superintendents of Schools
Community College Districts and
Other Employing Agencies remitting contributions to CalSTRS

FROM:

Cassandra Lichnock
Chief Executive Officer

SUBJECT:

Employer Directive 2022-02
Supersedes Employer Directive 2017-07
Reduced Workload Program

PURPOSE
This directive was updated to include direction about how employers should report remuneration in
addition to salary compensation for 2% at 62 Reduced Workload Participants.
SCOPE
This directive contains information for county offices of education, school districts, charter schools, and
community college districts.
DISCUSSION
Education Code section 22713 governs the Reduced Workload Program, which allows Defined Benefit
Program members who meet eligibility requirements to reduce their workload from a full-time position
to a part-time position that is at least 50% of the time the employer requires for the full-time position.
For each school year the member's workload is reduced in accordance with this program, the member
will be paid for the reduced work schedule, but the member's CalSTRS contributions will be based on an
amount the member would have contributed if the member had performed creditable service for that
position on a full-time basis. The member will receive a full year of service credit for each year the
member participates in the Reduced Workload Program. The member will also be entitled to have their
final compensation calculated based on the final compensation the member would have earned if they
had worked full time.
Employer Eligibility
To offer the Reduced Workload Program to members, an employer must:
•

Adopt regulations pursuant to Education Code section 44922 or 87483.
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•

Maintain the necessary records to separately identify each member who participates in the
Reduced Workload Program.

Member Eligibility
To be eligible to participate in the Reduced Workload Program, a member must:
•
•
•

•

Be age 55 or older prior to the start of the school term of the first school year the member
participates in the program.
Have at least 10 years of CalSTRS service credit in the Defined Benefit Program prior to the
start of the school term of the first school year the member participates in the program.
Be employed by a county office of education, school district, charter school or community
college district that offers the program.
o If the member is employed by a school district or county office of education, the member
must be a prekindergarten through grade 12 certificated employee who does not hold a
position with a salary above the maximum salary of a school principal for the employer.
Have been employed on a full-time basis to perform creditable service under the Defined Benefit
Program for each of the five school years immediately preceding the first school year in which
the member's workload is reduced, without having a break in service.
o Service in multiple assignments cannot be aggregated for the purposes of determining
full-time employment.
o Employer-approved leaves of absence and unpaid absences from the performance of
creditable service for personal reasons do not constitute a break in service.
o The period of time during which a member previously participated in the Reduced
Workload Program, if applicable, will be considered full-time employment provided the
agreement to reduce the member's workload was not terminated during that year.
o If the member previously service retired, the time during which the member was retired
for service constitutes a break in service.

Agreement to Reduce Workload
Participation in the Reduced Workload Program must be exercised at the request of the member and
documented in a written agreement between the member and employer. The agreement must be in effect
prior to the start of the school term of the first school year for which the agreement applies and must
include the following requirements:
•
•
•

The total amount of time in which a member reduces their workload shall not exceed 10 school
years.
The reduced workload shall be equal to at least one-half of the time the employer requires for
full time in that position.
The member shall be paid creditable compensation that is the pro rata share of the creditable
compensation the member would have been paid for that position had the member not reduced
their workload.
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•
•

For each school year the member's workload is reduced, the member shall contribute to the
Teachers' Retirement Fund the amount that the member would have contributed had the member
performed creditable service for that position on a full-time basis.
For each school year the member's workload is reduced, the employer shall contribute to the
Teachers' Retirement Fund at a Reduced Workload Program contribution rate, adopted annually
by the Teachers' Retirement Board, on the creditable compensation the member would have been
paid had the member performed creditable service for that position on a full-time basis.

Participation in the Reduced Workload Program
The employer shall certify the member's eligibility for participation in the Reduced Workload Program
on the Reduced Workload Program Eligibility Certification Application form (ES 1161). The current
version of the application is available on CalSTRS.com/Forms or through the forms ordering system on
the Secure Employer Website.
CalSTRS must receive and approve a completed Reduced Workload Program Eligibility Certification
Application form prior to the start of the school term of the first school year during which the member's
workload is reduced. CalSTRS will communicate the approval or denial of the application to the
member, employer and report source.
Once CalSTRS approves a member's participation in the Reduced Workload Program, the employer
must:
•
•
•

Report the member's compensation for the position each school year using the applicable
Reduced Workload Program Assignment Code listed in the F496 File Specification.
Remit member contributions equal to the amount the member would have contributed had the
member performed creditable service for the position on a full-time basis.
Remit employer contributions at the Reduced Workload Program contribution rate for the
applicable school year on the creditable compensation the member would have been paid had the
member performed creditable service for that position on a full-time basis.

Reporting Remuneration in Addition to Salary for the Reduced Workload Program
In order to correctly calculate contributions due and retirement benefits payable, remuneration in
addition to salary associated with a position for which the member is participating in the Reduced
Workload Program should be reported as specified below.
Ongoing remuneration in addition to salary for CalSTRS 2% at 60 members should be reported with
Assignment Code 36, an annual pay rate based on the remuneration in addition to salary the member
would have earned had the member not reduced their workload, and earnings based on the actual
amount earned.
For example, if a CalSTRS 2% at 60 member is working an 80% contract and the employer prorates the
member's master's stipend from $1,000 to $800, the employer should report the $800 earnings as
remuneration in addition to salary with an annual pay rate of $1,000.
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Ongoing remuneration in addition to salary payments paid every pay period the creditable service is
performed for CalSTRS 2% at 62 members should be reported with Assignment Code 72, an annual pay
rate based on the remuneration in addition to salary the member would have earned had the member not
reduced their workload, and earnings that match the annual pay rate so that contributions and benefits
are calculated correctly.
For example, if a CalSTRS 2% at 62 member is working an 80% contract for a 10-month school term
and the employer prorates the member's master's stipend from $1000 to $800, the employer should
report the remuneration in addition to salary with earnings of $100 and an annual pay rate of $100.
Limited-term remuneration in addition to salary payments are only creditable for CalSTRS 2% at 60
members and should be reported with Assignment Code 71, an annual pay rate based on the
remuneration in addition to salary the member would have earned had the member not reduced their
workload, and earnings that match the annual pay rate so that contributions and benefits are calculated
correctly. Do not report limited-term payments for CalSTRS 2% at 62 members.
For example, if a CalSTRS 2% at 60 member is working an 80% contract and the employer prorates the
member’s retirement bonus from $1,000 to $800, the employer should report the limited-term
remuneration in addition to salary payment with earnings of $1,000 and an annual pay rate of $1,000.
Termination of Participation in the Reduced Workload Program
The agreement to participate in the Reduced Workload Program shall be terminated if any of the
following occur:
•
•
•

The member's employment is terminated prior to the end of the school term. Termination of
employment includes, but is not limited to, retirement, resignation or death.
The member performs less than 50% of the days or hours the employer requires for full time in
that position pursuant to Education Code section 22138.5.
The member and employer mutually agree to terminate participation.
o Participation in the Reduced Workload Program is not automatically terminated if a
member performs creditable service on a full-time basis when the member was supposed
to have a reduced workload. Therefore, unless the member and employer have a mutual
agreement to terminate participation in the program, the school years in which a member
performs creditable service on a full-time basis will still included in the 10-school year
maximum for which the member is permitted to participate in the program.

If an agreement to participate in the Reduced Workload Program is terminated, the employer must notify
CalSTRS within 30 days of termination of the agreement. If the agreement is terminated before
completion of a school term, the employer must also re-report the member's compensation for the school
year in which the agreement was terminated so that member and employer contributions are due based
on the actual compensation the member earned at the normal contribution rates.
If an employee whose agreement was terminated wishes to participate in the program again, any
subsequent agreement to reduce the member's workload must meet all the eligibility requirements and a
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new Reduced Workload Program Eligibility Certification Application (ES 1161) must be submitted to
CalSTRS.
ACTION
To participate in the Reduced Workload Program, you must:
•
•
•
•

Adopt regulations pursuant to Education Code section 44922 or 874 83.
Enter into a written agreement with each eligible member who wants to participate in the
Reduced Workload Program and who also meets the requirements to participate in the Reduced
Workload Program.
Maintain the necessary records to separately identify each member who participates in the
Reduced Workload Program.
Certify a member's eligibility to participate in the program to CalSTRS on the Reduced
Workload Program Eligibility Certification Application form prior to the beginning of the school
term of the first school year in which the employee's workload is reduced.

Once CalSTRS approves a member's participation in the Reduced Workload Program:
•
•
•

Report compensation earned in the position for which the member's workload is reduced using
the applicable Reduced Workload Program Assignment Code from the F496 File Specification.
Remit member contributions equal to the amount the member would have contributed had the
member performed creditable service for the position on a full-time basis.
Remit employer contributions at the Reduced Workload Program contribution rate for the
applicable school year on the creditable compensation the member would have been paid had the
member performed creditable service for that position on a full-time basis.

If an agreement to reduce a member's workload is terminated:
•
•

Notify CalSTRS within 30 days after the date the agreement it terminated.
If the school term was not completed, re-report the member's compensation without the Reduced
Workload Program Assignment Code so that contributions are due on the actual compensation
the member earned at the normal contribution rates.

REFERENCES:
This Employer Directive does not take precedence over the law.
If you have any questions regarding this Employer Directive, please contact your CalSTRS
Employer Services Representative.

