




Okaloosa County School District 
Plan of Care – Project #6113 

Instructions for Submitting Payroll 
Fiscal Year 2007-2008 

 
 
Pursuant to the Memorandums of Agreement, entered into between the School District and OCEA on 
July 24, 2002, regarding the compensation of instructional staff for teacher/parent meetings of 
retained students and the compensation of tutors for before and/or after school tutoring for retained 
students, the instructions listed below should be followed: 
 

I) Teacher/Parent Meetings of Retained Students 
 

A) Submit an Other Compensation Form MIS 3180 (see attachment) to the Payroll Department 
with your regular monthly payroll. 

B) In the Description field, list the name of the student, date of the meeting, teacher’s name, 
social security number and job ID. 

C) The Time column should reflect two (2) hours for each teacher.  The Memorandum of 
Agreement guarantees compensation for two hours regardless of the number of actual 
hours worked.  

D) The Total column should reflect $50 (two hours times $25 per hour). 
E) Indicate the account strip to be charged (1010, 5100, 0102, your cost center number, 

6113).  
F) Payments are eligible to be paid beginning with the September 2007 payroll. 

 
II) Before and/or After School Tutoring (refer to memorandum of agreement for selection 

criteria) 
 

A) Current employees who tutor before and/or after school: 
1) Submit an Other Compensation Form MIS 3180 (see attachment) to the Payroll 

Department with your regular monthly payroll. 
2) In the Description field, indicate Plan of Care tutoring, date of tutoring session, 

teacher’s name, social security number and job ID. 
3) Refer to the Memorandum of Agreement or call the Payroll Department for assistance in 

the appropriate hours and compensation to list in the Time and Total Columns. 
4) Indicate the account strip to be charged (1010, 5100, 0102, your cost center, 6113).  

 
A) New Hire: 

1) The OASIS system must be used to hire the individual. 
2) A Completed application and Cleared Fingerprints must be on file in the Human 

Resources Department before an individual may work (even for a day).  After verification 
of application and fingerprints, submit a Recommendation for Employment Form MIS 
5047 to the Human Resources Department hiring the individual as a temporary tutor.  
This form is generated by OASIS.  The account strip to be charged is (1010, 5100, 0750, 
your cost center, 6113).  

3) Submit only the hours worked on the Payroll Time Report to the Payroll Department. 
 
Should you have any questions or need additional information please call Debby Fetner at 833-5849. 
 



SCHOOL DISTRICT OF OKALOOSA COUNTY 
FINANCE DEPARTMENT 

OTHER COMPENSATION REPORT 
 

Activity Date:        Description:       

       

Funding:     

                                  
Fund  Function  Object  Center  Project 

 
INSTRUCTIONS: 
♦ List only one entry per employee per activity. 
♦ Attach a signed Other Compensation Report Time Sheet (MIS 3475) for each employee listed. 
♦ Do not report substitutes on this form – all subs must be reported by school on a Substitute 

Time Report. 
 

EMPLOYEE NAME SOCIAL SECURITY # JOB ID TIME (HRS) TOTAL $ 

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

Approved: 
 
        
Signature of Principal/Department Head 
 
        
Date 

MIS 3180 
Rev. 9/03 

FOR PAYROLL USE ONLY 
RUN #  
BATCH #  
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INITIALS  
  












