
September

SUN MON TUE WED THU FRI SAT

1 2 3 4 5 6

7 8 9 10 11 12 13

14 15 16 17 18 19 20

21 22 23 24 25 26 27

28 29 30

October
SUN MON TUE WED THU FRI SAT

1 2 3 4

5 6 7 8 9 10 11

12 13 14 15 16 17 18

19 20 21 22 23 24 25

26 27 28 29 30 31

January 

SUN MON TUE WED THU FRI SAT

1 2 3

4 5 6 7 8 9 10

11 12 13 14 15 16 17

18 19 20 21 22 23 24

25 26 27 28 29 30 31

MAY 15, 2026

December
SUN MON TUE WED THU FRI SAT

1 2 3 4 5 6

7 8 9 10 11 12 13

14 15 16 17 18 19 20

21 22 23 24 25 26 27

28 29 30 31

April
SUN MON TUE WED THU FRI SAT

1 2 3 4

5 6 7 8 9 10 11

12 13 14 15 16 17 18

19 20 21 22 23 24 25

26 27 28 29 30

July

SUN MON TUE WED THU FRI SAT

1 2 3 4

5 6 7 8 9 10 11

12 13 14 15 16 17 18

19 20 21 22 23 24 25

26 27 28 29 30 31

November
SUN MON TUE WED THU FRI SAT

1

2 3 4 5 6 7 8

9 10 11 12 13 14 15

16 17 18 19 20 21 22

23 24 25 26 27 28 29

30

February

SUN MON TUE WED THU FRI SAT

1 2 3 4 5 6 7

8 9 10 11 12 13 14

15 16 17 18 19 20 21

22 23 24 25 26 27 28

March

SUN MON TUE WED THU FRI SAT

1 2 3 4 5 6 7

8 9 10 11 12 13 14

15 16 17 18 19 20 21

22 23 24 25 26 27 28

29 30 31

May

SUN MON TUE WED THU FRI SAT

1 2

3 4 5 6 7 8 9

10 11 12 13 14 15 16

17 18 19 20 21 22 23

24 25 26 27 28 29 30

31

June

SUN MON TUE WED THU FRI SAT

1 2 3 4 5 6

7 8 9 10 11 12 13

14 15 16 17 18 19 20

21 22 23 24 25 26 27

28 29 30

August

SUN MON TUE WED THU FRI SAT

1

2 3 4 5 6 7 8

9 10 11 12 13 14 15

16 17 18 19 20 21 22

23 24 25 26 27 28 29

30 31

DAYS INCLUDED:
DECEMBER 29, 2025 - 

FEBRUARY 1, 2026

DAYS INCLUDED:
FEBRUARY 2, 2026 - 

March 1, 2026

DAYS INCLUDED:
MARCH 2, 2026 - 
MARCH 29, 2026

2025-2026 
MONTHLY PAYROLL DATES AND REPORTING PERIODS 
PROFESSIONAL / PARAPROFESSIONAL &
SUBSTITUTE STAFF 

SUPPORT    
STAFF ADMINISTRATORSTEACHERS/

PARAPROFESSIONALS
SUBSTITUTES

PAY DAY
TIMESHEET
APPROVED

BY
SUPERVISOR

DAYS
INCLUDED IN

PAYROLL

ONE-TIME
PAY

INCREASE &
TENURE

TENURE
DAYS

INCLUDED IN
PAYROLL

TIME OFF REQUEST AND TIMESHEETS ARE TO
 BE SUBMITTED AND APPROVED EACH THURSDAY 

TO BE INCLUDED INTO SELECED PAYROLL 

NOVEMBER  14, 2025

DAYS INCLUDED:
OCTOBER 6, 2025 - 
NOVEMBER 2, 2025

SEPTEMBER 15, 2025

DAYS INCLUDED:
AUGUST 4, 2025 - 
AUGUST 31, 2025

DECEMBER 15, 2025

DAYS INCLUDED:
NOVEMBER 3, 2025 - 
NOVEMBER 30, 2025

APRIL 15, 2026

REVISED BY PAYROLL 10/02/2025

OCTOBER 15, 2025

DAYS INCLUDED:
SEPTEMBER 1, 2025 - 

OCTOBER 5, 2025

JANUARY 15, 2026 FEBRUARY 13, 2026 MARCH 13, 2026

DAYS INCLUDED:
DECEMBER 1, 2025 - 
DECEMBER 28, 2025

JUNE 15, 2026 JULY 15, 2026 AUGUST 14, 2026

DAYS INCLUDED:
MARCH 30, 2026 - 

APRIL 26, 2026

DAYS INCLUDED:
APRIL 27, 2026 - 

MAY 31, 2026

DAYS INCLUDED:
JUNE 1, 2026 - 
JUNE 28, 2026

DAYS INCLUDED:
JUNE 29, 2026 - 

JULY 26, 2026

2025-2026 SEMI-MONTHLY 
PAYROLL DATES AND REPORTING PERIODS AUXILIARY STAFF 
AND SUPPLEMENTAL PAY (INFORMED K-12 FORMS)

TRANSPORTATION MAINTENANCE &
CUSTODIANS

FOOD & NUTRITION ENTRY MONITORS STUDENT WORKERS SUPPLEMENTAL FORMS

Employees and forms included in Semi-Monthly Pay:

September

SUN MON TUE WED THU FRI SAT

1 2 3 4 5 6

7 8 9 10 11 12 13

14 15 16 17 18 19 20

21 22 23 24 25 26 27

28 29 30

October

SUN MON TUE WED THU FRI SAT

1 2 3 4

5 6 7 8 9 10 11

12 13 14 15 16 17 18

19 20 21 22 23 24 25

26 27 28 29 30 31

December

SUN MON TUE WED THU FRI SAT

1 2 3 4 5 6

7 8 9 10 11 12 13

14 15 16 17 18 19 20

21 22 23 24 25 26 27

28 29 30 31

November
SUN MON TUE WED THU FRI SAT

1

2 3 4 5 6 7 8

9 10 11 12 13 14 15

16 17 18 19 20 21 22

23 24 25 26 27 28 29

30

DAYS INCLUDED:
AUGUST 4, 2025 - AUGUST 24, 2025

DAYS INCLUDED:
AUGUST 25, 2025 - SEPTEMBER 7, 2025 

SEPTEMBER 5, 2025

SEPTEMBER 19, 2025

DAYS INCLUDED:
SEPTEMBER 8, 2025 - SEPTEMBER 21, 2025

DAYS INCLUDED:
SEPTEMBER 22, 2025 - OCTOBER 5, 2025

OCTOBER 3, 2025

OCTOBER 20, 2025

DAYS INCLUDED:
OCTOBER 6, 2025 - OCTOBER 19, 2025

DAYS INCLUDED:
OCTOBER 20, 2025 - NOVEMBER 2, 2025

NOVEMBER 5, 2025

NOVEMBER 20, 2025

DAYS INCLUDED:
NOVEMBER 3, 2025 - NOVEMBER 16, 2025

DAYS INCLUDED:
NOVEMBER 17, 2025-DECEMBER 7, 2025

DECEMBER 5, 2025

DECEMBER 18, 2025

January 

SUN MON TUE WED THU FRI SAT

1 2 3

4 5 6 7 8 9 10

11 12 13 14 15 16 17

18 19 20 21 22 23 24

25 26 27 28 29 30 31

April

SUN MON TUE WED THU FRI SAT

1 2 3 4

5 6 7 8 9 10 11

12 13 14 15 16 17 18

19 20 21 22 23 24 25

26 27 28 29 30

February

SUN MON TUE WED THU FRI SAT

1 2 3 4 5 6 7

8 9 10 11 12 13 14

15 16 17 18 19 20 21

22 23 24 25 26 27 28

March

SUN MON TUE WED THU FRI SAT

1 2 3 4 5 6 7

8 9 10 11 12 13 14

15 16 17 18 19 20 21

22 23 24 25 26 27 28

29 30 31

02/16/2026 - PRESIDENTS DAY
FOOD SERVICE, BUS

DRIVERS/MONITORS, ENTRY
MONITORS (NON-WORK HRS)

July

SUN MON TUE WED THU FRI SAT

1 2 3 4

5 6 7 8 9 10 11

12 13 14 15 16 17 18

19 20 21 22 23 24 25

26 27 28 29 30 31

May

SUN MON TUE WED THU FRI SAT

1 2

3 4 5 6 7 8 9

10 11 12 13 14 15 16

17 18 19 20 21 22 23

24 25 26 27 28 29 30

31

June

SUN MON TUE WED THU FRI SAT

1 2 3 4 5 6

7 8 9 10 11 12 13

14 15 16 17 18 19 20

21 22 23 24 25 26 27

28 29 30

August

SUN MON TUE WED THU FRI SAT

1

2 3 4 5 6 7 8

9 10 11 12 13 14 15

16 17 18 19 20 21 22

23 24 25 26 27 28 29

30 31

PAY DAY
TIMESHEET
APPROVED

BY
SUPERVISOR

DAYS
INCLUDED IN

PAYROLL

ONE-TIME
PAY

INCREASE &
TENURE

TENURE
DAYS

INCLUDED IN
PAYROLL

ANNUALIZED

DAYS INCLUDED:
DECEMBER 8, 2025 - DECEMBER 28, 2025

JANUARY 5, 2026

JANUARY 20, 2026

DAYS INCLUDED:
DECEMBER 29, 2025 - JANUARY 18, 2026

DAYS INCLUDED:
JANUARY 19, 2026 - FEBRUARY 8, 2026

FEBRUARY 5, 2026

FEBRUARY 20, 2026

DAYS INCLUDED:
FEBRUARY 9, 2026 - FEBRUARY 22, 2026 

DAYS INCLUDED:
FEBRUARY 23, 2026 -MARCH 8, 2026

MARCH 5, 2026

MARCH 20, 2026

DAYS INCLUDED:
MARCH 9, 2026 - MARCH 22, 2026

DAYS INCLUDED:
MARCH 23, 2026 - APRIL 5, 2026

APRIL 2, 2026

APRIL 20, 2026

DAYS INCLUDED:
APRIL 6, 2026 - APRIL 26, 2026

DAYS INCLUDED:
APRIL 27, 2026 -  MAY 10, 2026

MAY 5, 2026

MAY 20, 2026

DAYS INCLUDED:
MAY 11, 2026 - MAY 24, 2026

DAYS INCLUDED:
MAY 25, 2026 - JUNE 14, 2026

JUNE 5, 2026

JUNE 18, 2026

DAYS INCLUDED:
JUNE 15, 2026 - JULY 5, 2026

JULY 2, 2026

JULY 20, 2026

DAYS INCLUDED:
JULY 6, 2026 - JULY 19, 2026

DAYS INCLUDED:
JULY 20, 2026 - AUGUST 2, 2026

AUGUST 5, 2026

AUGUST 20, 2026

ANNUALIZED

TIME OFF REQUEST AND TIMESHEETS ARE TO
 BE SUBMITTED AND APPROVED EACH THURSDAY 

TO BE INCLUDED INTO SELECED PAYROLL 

REVISED BY PAYROLL 10/02/2025



Time Off My Employees
Time Off Detail

Transaction
Report

Principals and secretaries can now view the monthly
time off calendar for staff in their organizational chart.

Skyward Employee Access
Employee Information
Calendar - (if you wish to change settings,
Calendar Options)

Employees in RED indicate that the 
time off request has not been approved. 

SKYWARD - TIME OFF DETAILED TRANSACTIONS

We have also set up a report that you can view, 
the Time Off Detail Transaction Report



HR then notifies Payroll, so they can enter all time off in Skyward, in the

following order:

Comp Time (If any)

Local

State

Vacation (260 Employees)

20-Day Extended Leave (if employee meets criteria with HR)

Sick Leave Pool (if employee meets criteria with HR)

The Payroll Department will calculate any dock amount

from employees receiving the 20-Day Extended Leave

(at the appropriate substitute rate on page 33, in the

compensation handbook), and will email the employee

their calculations and the dates they will be docked. 

 ENTERING TIME OFF
 LONG-TERM LEAVE

Employee meets with 
Human Resources

After time off has been entered, the campus Secretary

is to enter time off in Frontline as long-term leave for

the employee, so it can match the time off transaction

detail report.


