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The district primary contact is the STRS member assigned to their specific district as displayed below. 

Questions specifically related to the right of election between STRS and PERS should be addressed with 

Ana Lambert directly if the employee is electing STRS or Erika Ortega if the employee is electing PERS. 

 

 Supervisor: Vacant, Retirement Manager, (951)826-6538 (Debbie Van Holland or Ana Lambert)   

Districts 03, 21, 31, 39, 40, 43, 67, 84, 90 Vacant (951) 826-6425 (Debbie) 

Districts 07  Debbie Van Holland (951) 826-6275 dvanholland@rcoe.us 

Districts 10, 35, 41, 45, 49, 47, 56, 71, 81 88 Vacant (951) 826-6294 (Debbie) 

Districts 01, 46, 48, 50, 58, 61, 72, 74, 99 Marci Buenrostro (951) 826-6353 mbuenrostro@rcoe.us 

Districts 05, 13, 18, 27, 30, 34, 37, 38, 64 Hannah Schoebel (951) 826-6272 jschoebel@rcoe.us 

STRS Redeposits, Service Discrepancies, & Mandatory Debbie Van Holland (951) 826-6275 dvanholland@rcoe.us 

Qualifications    

Fixed Charges, STRS Forms, Penalties & Interest Questions  Ana Lambert (951) 826-6538 alambert@rcoe.us 

ES 372 Electing STRS  Ana Lambert (951) 826-6538 alambert@rcoe.us 

All Other STRS Questions  Debbie Van Holland (951) 826-6275 dvanholland@rcoe.us

 

 

 Supervisor: Erika Ortega, Retirement Manager, (951)826-6538, EOrtega@rcoe.us   

MARS, Separations, M Payroll: 01, 07, 21, 39, 46, 58, 64, 71, 81, 90 Irene Alvarez (951) 826-6469 ialvarez@rcoe.us 

MARS, Separations, M Payroll: 10, 13, 30, 34, 41, 56, 84, 99 Brenda Barraza (951) 826-6423 bbarraza@rcoe.us 

MARS, Separations, M Payroll: 03, 05, 18, 35, 43, 49, 61, 67, 74, 88 Ashley Hart (951) 826-6426 ahart@rcoe.us 

MARS, Separations, A, B, C, & D Payrolls:  Districts 01 – 99 Shabana Berket (951) 826-6427 sberket@rcoe.us 

ES 372 Electing PERS Erika Ortega (951) 826-6538 eortega@rcoe.us 

PERS Redeposits: Districts 01-43 Shabana Berket  (951) 826-6427 sberket@rcoe.us 

PERS Redeposits: Districts 46-99 Brenda Barraza  (951) 826-6423 bbarraza@rcoe.us 

PERS Questions and Fixed Charges Erika Ortega (951) 826-6538 eortega@rcoe.us 

  

Charters Schools & Independent Districts (Accounting Technician) 

24 Corona Norco Unified School District – Fiscally Independent 07/01/1988, STRS Direct Reporting 07/01/2013 

52 Moreno Valley Unified School District – Fiscally Independent 07/01/2005 

101 San Jacinto Valley Academy Charter 

102 Temecula Prep Charter 

105 Temecula Valley Charter 

106 Sycamore Academy (Ronald Reagan) Charter 

107 OliveCrest (Nova Academy) Charter 

111 Reach Academy Charter 

112 Excel Prep Charter 

113 Highland Academy Charter 

114 Encore High School for the Arts Charter 
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DFS:  PAYROLL & RETIREMENT – CONTACT INFORMATION 
(951) 826-6538/[951] 826-6961- FAX 

F O R  D I S T R I C T  S T A F F  U S E  O N L Y .  P L E A S E  D O  N O T  S H A R E  W I T H  E M P L O Y E E S  

 Administrator: Ana M. Lambert, (951)826-6538, ALambert@rcoe.us  

Coordinator: Tracey Corso, (951)826-6538, TCorso@rcoe.us  

New Employee Authorization Transmittal (NEAT): PERS Access/Password 

Reset: 

STRS Access/Password Reset: 

Certification of Signatures, Workshops

Toni Martinez 

Erika Ortega 

Ana Lambert 

Roxanne Barba 

(951) 826-6551 

(951) 826-6538  

(951) 826-6538 

(951)826-6267

tmartinez@rcoe.us 

eortega@rcoe.us 

alambert@rcoe.us 

rbarba@rcoe.us

Supervisor: Julie Portillo, Retirement Manager, (951)826-6538, JPortillo@rcoe.us 

Payroll Deduction Payments: 

Alt FICA 

403(b) and 457(b) 

Insurance, 125 Plans, Union Dues, Misc. 

New Voluntary Deduction Codes & 

H&W Employee Contribution Vendor Codes 

Garnishments: 

Districts 01 – 46 

Districts 47 – 99 

Payroll Warrants & Direct Deposits: 

Cancels/Stops/Reissues of Payroll Warrants 

Copies of Paid Payroll Warrants 

Direct Deposit Reversals 

Copies of Pay Stubs 

Salary Abatements: 

Payroll on Demand (POD): 

 

 

Legacy (pre-Galaxy) Copies of W2s/Earning Reports: 

EDD Unemployment Tax Quarterly Filing, Deposits (SEF): 

Payroll Taxes, W2 Corrections, Employee Voluntary Deduction 

Errors, Health & Welfare Deduction Errors: 

Payroll Questions & Corrections: 

Staff Support/Trust Fund Reconciliations: 

Galaxy Technical Payroll Questions: 

 

Brenda Franklin 

Brenda Franklin 

Johanna Brown 

 

Julie Portillo 

 

Brenda Franklin 

Johanna Brown 

 

Amy Sanders  

Julie Portillo  

Amy Sanders  

Service Desk 

Julie Portillo  

Julie Portillo  

Johanna Brown 

Brenda Franklin 

Lorraine Estrada 

Julie Portillo  

 

Julie Portillo 

Julie Portillo 

Lorraine Estrada 

Service Desk 

 

 

(951) 826-6428 

(951) 826-6428 

(951) 826-6273 

 

(951) 826-6538 

 

(951) 826-6428 

(951) 826-6273 

 

(951) 826-6425 

(951) 826-6538 

(951) 826-6425 

(951) 826-6600 

(951) 826-6538 

(951) 826-6538 

(951) 826-6273 

(951) 826-6428 

(951) 826-6305 

(951) 826-6538 

 

(951) 826-6538 

(951) 826-6538 

(951) 826-6305 

(951) 826-6600 

 

bfranklin@rcoe.us 

bfranklin@rcoe.us 

jbrown@rcoe.us 

 

jportillo@rcoe.us 

 

bfranklin@rcoe.us 

jbrown@rcoe.us 

 

asanders@rcoe.us 

jportillo@rcoe.us 

asanders@rcoe.us 

servicedesk@rcoe.us 

jportillo@rcoe.us 

jportillo@rcoe.us 

jbrown@rcoe.us 

bfranklin@rcoe.us 

lestrada@rcoe.us 

jportillo@rcoe.us 

 

jportillo@rcoe.us 

jportillo@rcoe.us 

lestrada@rcoe.us 

servicedesk@rcoe.us 

 Supervisor: Vacant, Retirement Manager, (951)826-6538 (Debbie Van Holland or Ana Lambert)   

Districts 03, 21, 31, 39, 40, 43, 67, 84, 90 

Districts 07  

Districts 10, 35, 41, 45, 49, 47, 56, 71, 81 88 

Districts 01, 46, 48, 50, 58, 61, 72, 74, 99 

Districts 05, 13, 18, 27, 30, 34, 37, 38, 64 

STRS Redeposits, Service Discrepancies, & Mandatory Qualifications 

Fixed Charges, STRS Forms, Penalties & Interest Questions  

ES 372 Electing STRS  

All Other STRS Questions  

Vacant 

Debbie Van Holland 

Vacant 

Marci Buenrostro 

Hannah Schoebel 

Debbie Van Holland 

 

Ana Lambert 

Ana Lambert 

Debbie Van Holland 

(951) 826-6425 

(951) 826-6275 

(951) 826-6294 

(951) 826-6353 

(951) 826-6272 

(951) 826-6275 

 

(951) 826-6538 

(951) 826-6538 

(951) 826-6275 

(Debbie) 

dvanholland@rcoe.us 

(Debbie) 

mbuenrostro@rcoe.us 

jschoebel@rcoe.us 

dvanholland@rcoe.us 

 

alambert@rcoe.us 

alambert@rcoe.us 

dvanholland@rcoe.us

 Supervisor: Erika Ortega, Retirement Manager, (951)826-6538, EOrtega@rcoe.us   

MARS, Separations, M Payroll: 01, 07, 21, 39, 46, 58, 64, 71, 81, 90 

MARS, Separations, M Payroll: 10, 13, 30, 34, 41, 56, 84, 99 

MARS, Separations, M Payroll: 03, 05, 18, 35, 43, 49, 61, 67, 74, 88 

MARS, Separations, A, B, C, & D Payrolls:  Districts 01 – 99 

ES 372 Electing PERS 

PERS Redeposits: Districts 01-43 

PERS Redeposits: Districts 46-99 

PERS Questions and Fixed Charges 

Irene Alvarez 

Brenda Barraza 

Ashley Hart 

Shabana Berket 

Erika Ortega 

Shabana Berket  

Brenda Barraza  

Erika Ortega 

 

(951) 826-6469 

(951) 826-6423 

(951) 826-6426 

(951) 826-6427 

(951) 826-6538 

(951) 826-6427 

(951) 826-6423 

(951) 826-6538 

ialvarez@rcoe.us 

bbarraza@rcoe.us 

ahart@rcoe.us 

sberket@rcoe.us 

eortega@rcoe.us 

sberket@rcoe.us 

bbarraza@rcoe.us 

eortega@rcoe.us
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The Payroll and Retirement units in District Fiscal Services (DFS) primarily distribute information via e-

mail. The e-mails may be addressed to different contacts, depending on the subject matter.  

Please note:  RCOE’s e-mail server is not secure. Confidential information, such as an employee’s social 

security number, should not be e-mailed to our office; please only mail or fax documents that contain 

confidential information. 

DFS Notify E-mails 

DFS Notify e-mails are used by all units in District Fiscal Services (DFS). The sender will appear as DFS-

NOTIFY and the subject line of the e-mail will always identify which unit the e-mail pertains and follow a 

[UNIT][YEAR]-[MONTH] format. For example:  

 DFS2018-12: Year-End Accrual Processing 

 RET2018-07: CalSTRS District Reporting Workshop 

 PAY2018-04: Payroll Adjustment Codes Deactivation 

The Retirement unit will use DFS Notify e-mails to distribute information that is not district or employee 

specific but affects all districts, community colleges and charters in general. Example of information 

distributed via DFS Notify: 

 Workshop notifications. 

 CalSTRS circulars or directives. 

 Changes in procedures. 

 Updates on pending matters. 

 District surveys. 

 District Fiscal Services staff updates. 

The primary recipients of DFS Notify e-mails are FMAC and quarterly community college members, 

supervisors at charter schools that use Galaxy, and independent district and charters, if applicable. The 

STRS staff in DFS will also forward the DFS Notify e-mails to their primary contacts at each of their 

assigned districts.  
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Communication with Specific District Staff 

The STRS unit will e-mail specific district staff members when dealing with matters that affect one or 

more employees. E-mails are sent when: 

 Staff changes an employee’s retirement plan and/or code in Galaxy. 

 Employees qualify for membership by meeting the 60 hour or 100 day threshold. 

 A copy of an employee’s contract is needed. 

 A form, like a Permissive Election, Right of Election, or Salary Adjustment Worksheet is needed. 

 Employees do not qualify for the Right of Election and a transfer from one retirement system to 

another is needed. 

 An Employee Review and Verification form is needed. 

The employee’s name and number will be used as the e-mail subject if dealing with one or two 

individuals. If the request is for multiple employees, the subject matter will be used in the e-mail subject 

line such as “Retirement Plan Changed-Multiple Employees” or “Permissive Elections Needed”. 

Other requests may be made over the phone. 

Distribution of Financial Transactions 

E-mail is also used to distribute financial transactions related to penalties and interest, STRS fixed 

charges, and excess contribution refunds. These e-mails are addressed usually to district accounting staff 

or payroll supervisors, as previously directed by each district, and are distributed on a monthly basis. 

Please contact the STRS unit if you would like to know who receives these documents at your district.  
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Secured Employer Website (SEW) Access 
 
All district staff responsible for retirement plans and payroll processing should have access to the 
CalSTRS Secured Employer Website (SEW). All information must be treated with confidentiality and 
accessed only for official business purposes. 
 
Contact the STRS unit to begin the SEW access online registration process. Permissions must first be 
granted by the DFS SEW administrators according to the type of agency requesting access, and then 
CalSTRS will grant final access. 
 
The registration link below will be e-mailed to the district along with the Permission Forms to be 
reviewed and signed by the employee’s supervisor. 
 

https://sew.calstrs.com/CalSTRSSewWebUI/Registration/Pages/Register.aspx 

  

When completing the online registration: 

1. All districts in Riverside County are DB employers. 
2. The report source is 33. 
3. The report unit is required (this is the district number). 
4. Manager’s name:  someone other than the user requesting access. 
5. Click on “Terms and Conditions,” download and complete the: 

a. Access Request forms:   
i. You only need a Primary SEW Username. 

ii. Username is for DB only. 
b. Confidentiality Agreement. 

6. Fax the forms to District Fiscal Services at (951) 826-6961, Attn:  STRS unit. 
a. Include the SEW Permissions Form signed by the employee’s supervisor. 

7. Allow three to seven business days for your forms to be processed. Once your forms have been 
processed, you will receive an e-mail from CalSTRS notifying you that you have been authorized 
and your username has been activated for SEW access. 

Choosing a Password: 

 Must consist of alphanumeric characters and include at least one number, 
one upper case letter, and one lower case letter. 

 Minimum eight characters – no spaces. 

 No special character needed. 

 May not be used again for 12 months. 

 May not be the same as the user ID. 
 Password expires every 90 days. 

 Locked-out after four incorrect attempts. 

 Call or e-mail your SEW Administrator to reset password. 
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SEW Access Reminders 

 Do not share usernames and passwords with other users. 

 If you forget your password or are locked out of SEW please contact the SEW Administrators in 
DFS. 

o CalSTRS will send you a temporary password via e-mail after the SEW Administrator has 
re-set your password. 

o You will have to create a new password. 

 Complete and submit the Confidentiality Agreement form to CALSTRS every year.  
o Access will be deactivated if the Confidentiality Agreement form is not submitted to 

CalSTRS. 
o Please note that the form is updated every year. Please be sure to use the most current 

form. 
 

Note:  When requesting access to SEW, the Confidentiality Agreement and Secured Employer Website 

Access Request forms must be faxed to the STRS unit in DFS. The annual update of the Confidentiality 

Agreement form can be directly submitted to CalSTRS. 

 

SEW Administrators 

Carolyn Yoakum:   cyoakum@rcoe.us 951-826-6538 
Julie Portillo: jportillo@rcoe.us 951-826-6538 
Tracey Corso: tcorso@rcoe.us 951-826-6538 
Ana M. Lambert:   alambert@rcoe.us 951-826-6538 
DFS Fax Number:  951-826-6961 
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K-12 and Charters Using Galaxy  

Permissions will be granted according to the type of agency requesting access.  
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Community Colleges 

Permissions will be granted according to the type of agency requesting access.  
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Independent Districts and Charters 

Permissions will be granted according to the type of agency requesting access.  
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DFS STRS Unit Staff 

Permissions will be granted according to the type of agency requesting access.  
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To Grant Access to Galaxy Users: 

Once the SEW Access Request, the Confidentiality Agreement and SEW Permissions forms have been 
received by the DFS STRS unit, the SEW Administrator will complete the following: 

 Check Galaxy to verify the employee is active at the district. 

 Check Galaxy to verify the manager is active at the district and works in the same department as 
the user requesting access. 

 Verify the Report Unit (district number) has been correctly identified by the employee. 
o  This is a required field for all users except DFS Retirement Unit staff. 

 Grant REAP access as specified on the SEW Permissions form signed by the employee’s 
supervisor. 

 Note: If a district number is not identified or forms are invalid/incomplete, the employee must 
complete a new registration form. CalSTRS does not allow updates to registration forms already 
submitted for approval. 

o If the SEW Administrator rejects registration, the employee and manager will receive an 
automatic e-mail from CalSTRS notifying them that the employee’s request for access 
was denied. 

o The SEW Administrator will follow up with an e-mail to the employee and manager 
notifying them of the reason for the denial. 

To Grant Access to Independent Districts and Charters 

Once the SEW Access Request and Confidentiality Agreement form has been received, the SEW 
Administrator will grant access as specified in the SEW Permission form received from the authorizing 
employer. 
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SEW Access https://sew.calstrs.com 
 

Home Page The SEW Home Page has the following major sections: 

• Welcome and Announcements 

• SEW tools (left side of home page) 

• Informational links (right side of home page) 

 

 
 

Welcome The Welcome and Announcement sections contain information on: 

 Latest news about CalSTRS 

 New Employer Directives and Employer Circulars 

 Employer Reporting Information 

 

 
 
 

 Source:  CalSTRS Employer Reporting Handbook FY13-14 
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SEW Tools Features 

Employer Tools located on the left side of the home page are available to Districts (or 
Report units) based on permissions set by your SEW Employer Administrator. These 
tools include: 

 Managing Files:  Upload files to SEW, Transmit to STRS 

 Manage Reports:  View Reports and Generate Reports 

 REAP:  Membership history, DB and CB Contribution lines, 

 Service Credit Balance:  Check members service credit balance 

 Update Member accounts:  Name change, status change 

 Employer Notification:  Members status change 

 Manage Deposits:  Accounting tools 

 Secure Message Center:  Communicate secured information 

 Reference Items:  FAQ’s, Directive and Circulars 

 My Links:  Quick links to resources and web pages 

 Contribution Account Portal 

 Forms & Publications 

NOTE:  Maintain Users and Authorize Users tools are for Administrators only 

The right side of the page are the quick links to: 

 Web Site Information- your resource to Employer Administrator List, File 
Enforcement, and Release Notes 

 Quick Reference Items - User Manual and Training, Frequently Asked Questions, File 
Specifications, File Submission and Remittance Schedules 

 Application Downloads 
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Reference Items 

Reference Items link allows users to: 

 Search for stored documents or forms 

 Search from a central database/location 

 Use a variety of search criteria 

 Add reference items to My Links 

 

 Search Text:  Enter the item name; searches for character matches in the Name and 
the Description 

Example:  REAP User Manual 

 Category:  Check the category box or boxes 

Example:  User Manuals and Training 
 SEW Functions:  Choose a function from the drop-down menu 

Example:  REAP 

  

Source:  CalSTRS Employer Reporting Handbook FY13-14 
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REAP & Employer Notification 

 
 

 

Source:  CalSTRS Employer Reporting Handbook FY13-14 
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REAP Query 

 

 
 

Source:  CalSTRS Employer Reporting Handbook FY13-14 
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 Single Person Account/Account Tab 

 

 

Source:  CalSTRS Employer Reporting Handbook FY13-14  
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DB Contribution Tab 

 

 

Source:  CalSTRS Employer Reporting Handbook FY13-14 
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Service Credit Balance Tab 

 

 

Source:  CalSTRS Employer Reporting Handbook FY13-14 
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REAP Single Person/Account Update Tab 

 

 

Source:  CalSTRS Employer Reporting Handbook FY13-14 
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REAP Mass Update/Query 

 

 
 

Source:  CalSTRS Employer Reporting Handbook FY13-14 
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Employer Notification 

 

 

Source:  CalSTRS Employer Reporting Handbook FY13-14 
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Employer Notification 

 

 

Source:  CalSTRS Employer Reporting Handbook FY13-14 
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Employer Notification 

 

 
 

Source:  CalSTRS Employer Reporting Handbook FY13-14 
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Contribution Account Portal 

 

 
 

All SEW users have access to the Contribution Account Portal. 

In the Contribution Account Portal, users will have access to detailed information, data, and reports 

regarding: 

 Penalties and Interest invoices and district charges. 

 GASB 68 reports. 

 Excess contribution reports. 
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Reference Items 

 

You can find very useful tools in the reference section of SEW such as training videos, Frequently Asked 

Questions, and many more helpful resources. 
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New Employee Authorization Transmittal (NEAT) Form  

For retirement purposes, the NEAT form is DFS’ notification that a new employee has been hired at the 

district and a CalSTRS account may need to be established.  Accounts are established as either member 

accounts or non-member accounts.  

After the NEAT has been approved for payroll purposes, it is distributed to the STRS unit who reviews 

the employee profile in Galaxy to verify the employee retirement plan code, AB340 boxes, and position 

type. This information will help the STRS unit correctly set up an employee’s account with CalSTRS. 

Complete the NEAT form in its entirety and attach all applicable retirement forms. This will assist DFS in 

setting up all employees correctly from the start so no district charges or refunds need to be transacted 

at a later date. 

When NEATs are not required to be approved by DFS, the STRS unit is not able do any verification of 

the employee’s profile and, therefore, the retirement coding cannot be verified. This may happen 

when a former classified employee accepts a certificated position with the same district or returns to 

work for the district.  

  

When the Retirement Unit is unable to validate an employee’s retirement status, it 
may cause district charges/refunds due to incorrect membership status or member 
retirement formula at the time payroll was processed. These charges/refunds are 

logged in the control sheets and e-mailed to districts on a monthly basis. 
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Minimum Standards 

Per Education Code section 22138.5, full-time may not be defined as less than the days/hours stated 
below. 

 
Classification 

Prekindergarten through grade 12 teachers and all others who work 

directly with pupils 

Principals, program managers, including advisers, coordinators, 

consultants, and developers or planners of curricula and administrators 

at a school site or district office 

Administrators at the county office of education (time includes legal 
holidays) 

Teachers in adult education programs 

Time 

175 days or 1,050 hours 

190 days or 1,520 hours 

 

215 days or 1, 720 hours 

1, 050 hours 

 
Minimum standards for community colleges 

 
Classification 

Full-time 

Program managers and administrators 

Counselors and librarians 

Part-time, adjunct faculty 

Instructors in adult education programs at a community college 

Time 

175 days or 1,050 hours 

190 days or 1,520 hours 

175 days or 1,050 hours 

525 hours 

875 hours 

 

Source:  CalSTRS Employer Reporting Handbook FY13-14 
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Reminders 

There are edits in Galaxy that prevent a salary schedule from being set up for less than the minimum day 

requirement of 175 days for full-time equivalency.  

The Service Desk staff can modify the salary schedule days to less than the minimum requirement with 

the approval of District Fiscal Services.  

When a request for salary schedule modification is made, please include the salary schedule to be 

modified, the number of hours that the schedule should reflect, and the hours per day that employees 

covered by the salary scheduled are required to work. The salary schedule will be approved for 

modification if the minimum hour requirement is met. District Fiscal Services will first approve the 

schedule with the minimum 175 days; the Service Desk will adjust the hours per the district’s request. 

Employees who do not meet the minimum standards for full-time equivalency are not eligible to receive 

a full year of service credit. A salary schedule with less than the minimum standard would erroneously 

grant employees one full year of service credit. 

Examples: 

 175 day contract, 6 hours per day = 1,050 hours = 1.0 Service Credit 

 175 day contract, 4 hours per day = 700 hours = 0.666 Service Credit 

Even if 4 hours per day is considered “full-time” for the employee, it does not meet the requirements for 

the employee to earn 1.0 years of service credit.  
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Mandatory Qualifications 

Defined Benefit 
Program 

A new employee hired in a full-time position becomes a Defined Benefit 
(DB) member on the first day of employment.

Full-Time  
Contract  

Do not combine multiple positions to determine full-time. 

A full-time position with any district makes the employee ineligible to participate 
in the Cash Balance (CB) Program..

Part-Time 
Contract 
 

A new employee hired in K-12 to work 50% or more of a full-time contract, 
becomes a DB member as of the first day of the pay period following his or her 
employment to perform creditable service. An employee hired to work at a 
community college- CB employer or not, whose employment is considered 
temporary becomes a DB member on the first day of the pay period following 
their position becoming permanent. 

Cash Balance participant in K-12 basis of employment changes to perform 
creditable service for 50% or more becomes a DB member on the first day of the 
pay period following the change in the basis of employment. 

Basis of employment is defined as the standard of time over which the employer 
expects service to be performed by an employee in the position during the school 
year.

Substitute 
Educator  

 

A non-member substitute educator who works 100 or more complete days in 
one district becomes a DB member on the first day of the following pay period.  
The following pay period must be in the same fiscal year. 

This statute does not apply if the position is with a CB district.

Part-Time 
Hourly/Daily 
 

A part-time employee hired on an hourly or daily basis who works 60 hours or 10 
days in a single pay period and district becomes a DB member on the first day of 
the following pay period. The following pay period must be in the same fiscal year. 

This statute does not apply if the position is with a CB district. 

A temporary part-time employee at a community college district shall become a 
member as of the first day of the pay period following his or her 

employment to perform creditable service changes to permanent status. This 
statute also applies if the position is with a CB community college district.

References Education Code sections:  22501, 22502, 26400(e), 26107, 22503, 22504 
Employer Directives 2005-03, Employer Circular Volume 21, Issue 2, March 1, 
2005.

 
Source:  CalSTRS Employer Reporting Handbook FY13-14 

Unless the 

employee is 

already a STRS 

member 

 

Retirement 

code 54 

 

Retirement 
code  

55 for K-12, 
58 for CCD 
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Reminders 

 Check the Secured Employer Website for employee’s status with CalSTRS when hiring new 

employees and for current employees who begin performing creditable duties for your district. 

 

 Part-time contract employee with a 50%-99% contract becomes a member the first day of the 

following pay period unless the employee is already a CalSTRS member. 

 

 Part-time contract employees with a 50%-99% contract become members the first day of the 

following pay period unless they complete an ES 350 Permissive Membership form electing 

membership as of their hire date. If the ES 350 Permissive Membership form is not completed, 

the employee’s first month earnings would be reported as non-member earnings with no 

contributions. However: 

o DFS recommends districts give employees with a 50%-99% contract the ES 350 

Permissive Membership form when they are first hired so employees don’t have their 

first month earnings reported without contributions.  

o Districts will not have to set up the employee as non-member with a retirement plan 

code of N1 or A1 N6 or A6 for the first month of employment. Galaxy will automatically 

change those retirement plans to S1 on the first of the following pay period. (See 

following pages in this section for a DFS Notify sent to districts regarding the addition of 

the A6/N6 retirement plans to Galaxy.), and then change the employee to member with 

retirement plan S1. 

 



310- Mandatory Qualifications  CalSTRS Manual 
 

August 2018  Section 310-3 
 



310- Mandatory Qualifications  CalSTRS Manual 
 

August 2018  Section 310-4 
 

 



315- Permissive Election  CalSTRS Manual  

August 2018  Section 315-1 

Permissive Election 

What is it? The Permissive Election ES350 is the form part-time and substitute educators use 

to elect membership into the Defined Benefit Program.  The form is used to elect 

into the Defined Benefit Program and it serves as an acknowledgement of receipt 

of CalSTRS Defined Benefit Program information.  

An employee who performs creditable service and is excluded from membership 

may elect membership at any time- even if the employee declined membership in 

the past. To elect membership, the non-member employee must use the 

Permissive Election Form ES 350.

Notify New 

Employees

New part-time and substitute employees must be notified of their right to elect 

CalSTRS membership within 30 days of the hire date. Employers must also give 

information about CalSTRS retirement programs. 

 

Once the permissive election is made, membership can be cancelled only by 

terminating all creditable service and receiving a refund of contributions.

References Education Code sections, 22515, 22455.5 

Administrative Directive 95-01 

 

 

Source:  CalSTRS Employer Reporting Handbook FY13-14 

If the new employee is not notified, the employer may be liable for employer 

and employee contributions and interest, as well as audit costs if an audit 

reveals noncompliance.  

Senate Bill 1352:  Effective January 1, 2017  

 ES 350 Permissive Membership forms must be received by CalSTRS 

within 30 days of the employee’s signature date. 

 Membership date is the first day of the pay period following the 

election. 

 Employees with a 50%-99% contract will automatically become 

members the first pay period following their hire date unless they are 

already members. 

o The ES 350 can no longer be used to allow less than 100% 

contract employees to be CalSTRS members on the first day 

of hire. 
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Permissive Election, Continued

Job Aid Use this Permissive Election table for guidance Use this Permissive Election table 

for guidance:

 

 

Maintain a copy 
of the ES350

Written acknowledgment of receipt of CalSTRS Defined Benefit Program 
information by the employee shall be maintained in employer files on a form 
(ES350) provided by CalSTRS 
 

Source:  CalSTRS Employer Reporting Handbook FY13-14 
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Processing Permissive Membership (ES 350) Forms 

Example 1:  A 45% contract employee is hired January 10, with their first payroll to be paid January 31, 
on the 7M. There is no mandatory membership for employees who are hired for less than 50% contract.  
The ES 350 form must be given to the employee to elect/decline membership. The employee signs the 
ES 350 form on January 10, 2017: 
 

 If membership is elected, membership is effective February 1, 2017. 
o Retirement earnings for the 7M payroll are reported with a N6 or A6 retirement plan. 
o Retirement earnings for the 8M payroll are reported with an S1 retirement plan. 

 If membership is declined, employee is setup as a non-member effective January 1, 2017. 
o Use an N2 or A1 retirement plan during set-up in Galaxy. 
o The rule is different when membership is declined; former process is followed. 

 All hours/days worked are monitored for possible future mandatory 
qualification into membership. 
 

Example 2:  A substitute teacher is hired December 15; they complete an ES 350 form electing 
membership and sign the form on January 5, 2017: 
 

 Retirement unit sets up the employee with a February 1, 2017 membership date. 
o Note: If any earnings are paid to this employee for December, the ES 350 received with 

a January 5, 2017 date forces the STRS unit to reach out to the district and ask for an ES 
350 with a revised signature date reflecting December. 

DFS Permissive Membership (ES 350) Forms- Other Reminders 

 Use the most current version of the ES 350 form (currently it’s the February 2017 version). 

 Once a member, always a member unless the employee terminates employment with all 

California school employers and requests a refund of all contributions made. 

 Check the Secured Employer Website for employee’s status with CalSTRS when hiring new 
employees and for current employees who begin performing creditable duties for your district. 

 Do not give the Permissive Membership form to CalSTRS retirees.  

o Retirees don’t have the right to permissively elect membership. 

 The employee’s signature date in the ES 350 form should not be earlier than the employee’s 
official hire date with the district. 

 An employee who performs creditable service and does not mandatorily qualify for immediate 
membership may elect membership at any time, even if the employee declined membership in 
the past. 

 For K-12 and charter schools:  Employees who decline membership may mandatorily qualify for 
membership. 

o A part-time employee, who works 60 hours or more in a single pay period at the same 
district, becomes a DB member on the first day of the following pay period, unless the 
following pay period is in a new fiscal year. (Retirement plan 55.) 

o A non-member substitute who works 100 or more days in one district becomes a DB 
member on the first day of the following pay period, unless the following pay period is in 
a new fiscal year. (Retirement plan 54.) 
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 For community colleges:  A temporary or part-time employee mandatorily qualifies only when 
their employment status changes to permanent; the 60 hour/100 day rule does not apply for 
community colleges. 

 Social Security Form SSA-1945 “Statement Concerning Your Employment in a Job Not Covered 
By Social Security” should be provided to all employees who do not contribute to social security. 
This includes employees who: 

o Qualify for immediate CalSTRS membership. 
o Permissively elect membership into CalSTRS. 
o Qualify for CalSTRS membership by meeting the 60 hour/100 day threshold. 
o Contribute in an alternative retirement plan like PARS or Apple. 

Returned ES 350 Forms 

 Many ES 350 forms are unnecessarily completed. For example, an employee completes the ES 

350 form and permissively elects membership at district A, but membership was established at 

district B six months ago; or an employee declines membership at new district, but they had 

already elected membership with a previous employer. DFS is not returning these forms to the 

district, but an e-mail notification will be sent to the district if STRS staff changes an employee’s 

retirement plan in Galaxy. 

o Review these changes and contact the STRS unit if you have any questions. 

 

 ES 350 forms will only be returned to the district when they are valid, but cannot be processed 

due to missing information. The ES 350 form will be returned to the district with the following 

cover letter. 

 

It is imperative 

that the forms are 

returned to DFS in 

a timely manner 

so earnings can be 

submitted to 

CalSTRS timely 

and minimize the 

assessment of P&I 

charges 
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Do not mail to CalSTRS. 

Forms are processed by 

the STRS unit in DFS. 

 

SAMPLE 

Use the latest version of the form. 

Name should match the employee’s name as 

shown on the employee’s social security card. 

Write the social security number in full. 

Make sure the 

employee 

makes a 

selection by 

checking one of 

the two boxes, 

and that they 

sign and date 

the form. 

Signature date 

should be in the 

month of hire. 

Preferably, form should be signed 

by Payroll or HR Supervisor. 

Leave blank. Leave blank. 

Membership date will be the first day of 

the pay period following the election. 
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Missing & Invalid Permissive Membership Forms 
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Independent Contractors (Including Employees of a Third Party) 

Service of independent contractors or employees of a third party: 

 May include activities identified as ‘creditable service’ 

 Are not subject to CalSTRS coverage  
 Are not reported to CalSTRS 

 
  

When retaining the services of an independent contractor: 

 Employers’ responsibility to determine if the position is an independent 
contractor 

 Employer must complete and retain on file an Employer Certification of 

Independent Contractor Status Form ES 732 
 This form certifies that the employer has reviewed the appropriate legal and 

procedural guidelines pertinent to the determination of Independent 
Contractor Status 
 

 

In the event that the individual’s status is changed from independent 
contractor to employee: 

 Report employee’s creditable compensation to CalSTRS commencing  with 
the date of determination 

 Submit contribution data with contributions if they are already a member, 
or without contributions if a non-member 

 
 

The retiree’s earnings must be reported and will be subject to the 
earnings limitation. Post-retirement earnings limitation is updated 
annually and employers will be notified by an Employer Directive. 
CalSTRS realizes your independent contractors are typically paid 
from accounts payable and not payroll, some method of 
communication between these two units should be implemented 
to ensure compliance. 

 

Retired members are excluded from the post-retirement earnings limit if they 
meet all of the following criteria: 

 The retired member is employed by a third party that does not participate 
in a California public pension system; 

 The activities performed by the retired member are not normally 
performed by the employees of an employer; and 

 The activities are performed by the retired member for a limited term. 

Employer 

Certification of 

Independent 

Contractor 

Status Form (ES 

732) 

Contractor to 

Employee 

Status 

Contracting 

with CalSTRS 

Retirees 

Retiree 

Exemption 

Source:  CalSTRS Employer Reporting Handbook FY13-
14 

 

Common 

audit 

finding. See 

page 320-3. 
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SAMPLE 
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Reporting Earnings for STRS Retirees 

 
STRS retirees performing service that is creditable to the CalSTRS system must be reported to CalSTRS. 
Retirees are usually hired as consultants and paid through accounts payable. The form below can be 
used to submit earnings information to the Retirement Unit in District Fiscal Services.  
 
Unreported retiree earnings is a common STRS audit finding and can potentially affect the retirement 
benefits of retirees if they exceed the post retirement earnings limitation for the fiscal year.  
 
Reminder- Education Code section 45134 precludes retired CalSTRS members from employment in 
classified positions in the California public school system. 
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CalSTRS/CalPERS – Right of Election 
 

Right to Elect 

Compare 

Systems 

Employers are required to notify employees of their right to elect to stay with their 

retirement system within 10 working days from date of hire.  The employee has 60 

days from the date of hire to elect.  If no election is made, the service will be reported 

to the system it belongs.  The form used for election is the Retirement System Election 

form (ES 372). 

The election becomes effective on the first day that service is performed in the new 

position. 

 

 Member After Retirement 

CalSTRS 
member takes 

a position 

covered by 

CalPERS 

 Member working a classified 

position in the school district, 

community college district, County 

Office of Education and that position 

qualifies for PERS  or 

 Member becomes employed by the 

state to perform qualifying classified 

service, these positions are: 

 represented by a state bargaining unit 

that represents educational 

consultants, professional educators, or 

librarians 

 or supervising or managing work 

similar to above positions 

 Generally, a CalSTRS retiree 

cannot accept a classified position 

 However, under certain 

circumstances, a CalSTRS retiree 

may work as a teacher’s aide or 

provide one-on-one instruction in 

a remedial class 

CalPERS 
member takes 

a position 

covered by 

CalSTRS 

 Either employed by a: 

 school district, community college, 

county superintendent, Department of 

Education,  or 

 Has five years of service and 

becomes employed to perform 

certificated service 

 

 Generally, a CalPERS retiree can 

accept any position in a school 

district 

 However, in certain cases the 

retirement allowance will be 

terminated if service (classified or 

certificated) exceeds 960 hours in 

a fiscal year 

 Contact CalPERS for more 

information on CalPERS retiree 

earnings limitation 

 

If not vested (less than 5 years of service 
credit), to qualify for the right of 
election, an employee must be coming 
from active employment with a break in 
service not exceeding 180 calendar days.  

See the 

“Reminders

” section 
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CalSTRS/CalPERS- Right of Election, Continued 

 

Publication 

ES 372 Form 

ES 373 Form 

References 

Provide employees with written information about each system’s benefits. 

CalSTRS recommends the publication: Join STRS? Join PERS? Available in SEW in 

Forms & Publications link. Contact CalPERS for their information concerning system 

elections information. 

The County Office of Education must submit the original ES 372 Retirement System 

Election Form to the System that has been elected, provide a copy to the other 

System, and provide copies to member and employing school district. 

 

The ES 373 Acknowledgement of Receipt of Election Information Form is to be kept 

only in the employee personnel file. 

 

Education Codes sections 22508, 22509, 45134, 88033 
Employer Directives 2001-07 and 2005-01 
Employer Circular Volume 25, Issue 11, August 5, 2009 
 

 

Source:  CalSTRS Employer Reporting Handbook FY13-14 

 

The acknowledgment has been incorporated in 

the ES 372 Retirement System Election form 

 

January 2017 Update: In the past, once an employee had made the right of election at a district, 

that election was irrevocable for all future employment at the district. Effective July 2016, 

CalSTRS allows employees to make a new election anytime an employee takes a new position that 

requires membership in a different retirement plan. 
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Updated Guidance on Processing Retirement System Elections 
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SAMPLE 
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Reminders 
Please contact our office if you have a situation where you think a Retirement System Election form 

may apply. The Retirement Unit will give your district a preliminary decision based on the information 

that is provided. Upon receiving the proper documentation from the district, a more comprehensive 

review will take place. 

Unless given guidance directly from the DFS Retirement Unit, set the employee’s retirement plan in 

Galaxy to the system that covers the position. Once the Retirement System Election form (ES 372) is 

received by the district, follow the employee’s election and immediately forward the ES 372 form to the 

STRS Unit in DFS.  

Use the most recent version of the form (currently it’s the February 2017 version). 

Please submit the original form via regular mail; do not fax.  

Forms must be received by CalSTRS within 30 days of the employee’s signature date. However, please 

keep in mind the Retirement Unit in DFS is required to review all ES 372 forms. It is critical that DFS 

receives the ES 372 as soon as possible following the employee’s signature date. 

 If the retirement plan is changed in Galaxy, but a form is not completed, a review of the employee’s 

election cannot be performed. If the employee’s retirement plan was changed erroneously, a transfer 

between retirement systems may be necessary which may include a refund or charge in retirement 

contributions made, and possibly a refund or charge for payroll taxes owed.  

After the form is received by the DFS STRS Unit and it is determined that an employee qualifies for the 

right of election, the form will be signed by DFS and submitted to both retirement systems. A copy is 

kept in our office and a copy mailed to the district. The district’s copy will include a cover letter notifying 

the district that the form was processed and submitted to CalPERS/CalSTRS. 

If it is determined by DFS that an employee does not qualify for the right of election, the form is 

returned to the district with an explanation of why the employee does not qualify for the right of 

election. A copy is kept by the DFS Retirement Unit for our records. 

Incomplete or invalid forms may be returned to the district for further action before they can be 

reviewed or submitted to the retirement systems. Forms are usually returned to districts for the 

following reasons: 

 The form used is outdated. 

 The form is incomplete. 

 The form is a copy. 

 The employee did not sign the Retirement System Election form. 

 The form was not signed by the district’s payroll/personnel supervisor. 
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District Notification Form- Right of Election Returned for Further Action 
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District Notification Form- Right of Election Form Has Been Processed 
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Certificated Positions Deemed Classified 
A position designated as certificated by the district does not automatically qualify for STRS membership; 

the duties that are required to be performed by the employee dictate if the position is deemed 

certificated or classified. 

 

2017 Update: 
This position was re-evaluated by CalSTRS as 
potentially meeting the definition of 
creditable service.  
 
See Employee Directive 2016-04, on page 325-15. 
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Certificated Positions Deemed Classified, Continued 
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Dual Membership 
Employees may hold CalSTRS and CalPERS membership simultaneously. Employees may be in retirement 

status with one system and be in active status in the other. Employees may be in retirement status with 

both systems. Employees may be active in both systems. 

Districts:  Check employee status with both systems to make sure employees’ retirement plans are set up 

correctly at the time of hire. 

Classic PERS Membership and New STRS Membership (Formula Changes) 
An employee, who was a PERS member on or before December 31, 2012, and performed service in that 

system within 180 days of becoming a CalSTRS member, is eligible to retain the 2% at 60 retirement 

formula with CalSTRS.  

 

Starting in February 2018, the DFS Retirement Unit reviews myCalPERS and CalSTRS SEW to determine if 

an employee may be eligible for the 2% at 60 formula. This review takes place when DFS is establishing 

membership for an employee in CalSTRS for the first time. Since the retirement formula defaults to 2% 

at 62, DFS must send a formal request to CalSTRS if an employee is eligible to begin the process of 

updating the employee’s retirement formula. 

 

CalSTRS requires the information below to be provided: 

 

 Nature of request. 

 Member name. 

 Date of birth. 

 CalPERS membership date. 

 CalPERS employment end date. 

 CalPERS refund date (if applicable). 

 Last day worked in a CalPERS covered position. 

 Previous position title. 

 CalSTRS membership date. 

 Begin or hire date in the CalSTRS covered position. 

 New position title. 

 

DFS can only review eligibility for employees coming from active employment within Riverside County 

schools. If the employee is eligible from service performed in another county, the district must request 

from the employee a copy of the employee’s CalPERS statement and their last two pay stubs. Submit to 

DFS along with a letter (see template on next page). Documents will be forwarded to CalSTRS for review. 
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Sample of District Letter to Request an Update to an Employee’s Retirement 

Formula 
 

 

CalSTRS will notify the Retirement Unit in DFS that the formula change has been approved: 

 

 If necessary, DFS will reverse all earnings and contributions already reported at the 2% at 62 

contribution rate and allow the reversing lines to post with CalSTRS. 

 DFS will then notify CalSTRS that the reversing lines have posted in the Secured Employer 

Website. 

 CalSTRS will change the retirement formula to 2% at 60 and notify DFS to resubmit the earnings 

and contributions. 

 Currently, the contribution rate for employees with retirement formula 2% at 60 is higher. This 

change will cause a charge to the district for the balance of contributions due: 

o 2% at 62 rate for FY 18-19:  10.205% 

o 2% at 60 rate for FY 18-19:  10.250% 
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Failure to Provide Form to Employees 
An employee who has already made contributions to the CalSTRS system for a classified position, for 

which the Retirement System Election form was not completed, may still have the opportunity to 

continue contributing to the CalSTRS system. 

Prepare a justification letter explaining why the district did not offer the Retirement System Election 

form when the employee qualified to make such election.  

The justification letter should explain the circumstances, as detailed as possible, and identify the 

following:   

 Member’s name and CalSTRS client identification number or social security number.  

 Previous position(s):  Title, position end date, employer name and report unit code (district 
number).  

 Current position:  Title, position effective date, employer name and report unit code (district 
number).  

If CalSTRS accepts the district’s petition, the earnings will continue to be reported to the CalSTRS 
system.  

If CalSTRS denies the employer’s petition: 

 Earnings are backed out of the CalSTRS System. 

 Earnings are reported to the appropriate system (usually CalPERS) with contributions unless 
employee is in retirement status with CalPERS. 

 Difference in employee and employer contributions will be calculated and collected/refunded 
from the district. 

 Earnings are now eligible for FICA taxes which will be calculated and charged to the district (up 
to 3 years, 3 months and 15 days). 

 A MAR (Member Action Request form) will be required from the district to set up the CalPERS 
appointment ID. 

If an employer is not able to prove that the right of election was given to the employee (by producing 
a copy of the ES 372 or ES 373 form(s) from the employee’s file), CalSTRS will request a transfer of 
earnings to the appropriate retirement system, CalSTRS or CalPERS. 

 

 

  

CalSTRS issued Employer Directive 2016-01 “Grandfathering Misreported Service. In this circular, 
CalSTRS states that any service performed for activities deemed not creditable, would be 
grandfathered as creditable service as long as the activities were performed for an employer on or 
before December 31, 2015 and were reported to CalSTRS as creditable service. This would be in 
effect until the employee becomes employed by the same or different employer in a different 

position on or after January 1, 2016. Future employees assigned these non-creditable positions 
must be reported to the appropriate system. 
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STRS to PERS/PERS to STRS Transfers 
Transfers between retirement systems may be unavoidable since employees have 60 days to make an 

election. However, most transfers are required due to misunderstanding or unawareness of the specific 

requirements associated with the right of election.  

The transfer of earnings and contributions between the two retirement systems is cumbersome and 

may take months for all adjustments to be completed. It involves numerous individuals to complete all 

the tasks: 

 The district staff. 

 The employee. 

 The PERS Unit in DFS. 

 The STRS Unit in DFS. 

 CalSTRS rep, possibly. 

 CalPERS rep, possibly. 

 The Payroll Unit in DFS. 

 

When a retirement system transfer issue arises, expect the following chain of events: 

 District is notified when an employee does not have the right of election. 

 An adjustment is made to delete, or reverse retirement records from the retirement system the 

employee was erroneously assigned. 

o Districts can find record of the adjustment in the STRS Control Sheets, under the column 

title “STRS/PERS PERS/STRS Transfers”. 

 An inter-fund transfer is completed to move the funds from one retirement plan to the other. 

 A transfer worksheet is completed and routed between the STRS, PERS, and Payroll Units for all 

pertinent tasks to be completed (see page 325-22 for a sample of the STRS/PERS Transfer 

Template). 

 When both retirement systems have been adjusted, districts will receive a copy of this form with 

all supporting documentation. 

 If payroll tax adjustments are required, the Payroll Unit will send separate documentation. 

o Due to strict tax reporting requirements, these adjustments may only happen once a 

quarter. 

 Districts may receive payroll tax corrections several months after the retirement 

records have been adjusted. 
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STRS/PERS Transfer Template 
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Retirement System Election and Other Required Documents  
The right of election affects multiple processes, which when not properly addressed, may result in 

further financial corrections. In order for all tasks to be accurately completed, additional forms may be 

required from the district. Examples are: 

 A Member Action Request (MAR) form for CalPERS separation. 

 A MAR for CalPERS appointment. 

 An ES 350 for Permissive Membership. 

 CalPERS Member Reciprocal Self-Certification Form. 

CalPERS Employment Separations:  When employees terminate employment with a district, their 

CalPERS appointment must be separated so employees can be correctly identified as classic or new 

members when they are subsequently employed at another agency; the separation triggers the 6 month 

break in service count that can potentially treat a classic member as a new member when employed at 

another agency. 

CalPERS New Employee Appointments:  Timely set up of new appointments avoids the $500 employer 

administrative fee charged per employee. 

Although it ultimately is the employees’ responsibility to ensure their retirement formula is correct with 

CalSTRS, it is in the district’s benefit to ensure the retirement formula is correctly set up to avoid future 

charges for incorrect rate contributions.  

The following are examples of right of election scenarios and the documentation required for each 

example. 
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Right of Election with the Same Employer 
 

A member of CalSTRS who becomes employed in a new position by the same or a different school 

district, a community college district, etc. to perform service that requires membership in a different 

public retirement system will have that service credited with that other public retirement system unless 

he/she files a written election (within 60 days after the date of hire) to have that service covered by 

CalSTRS. As of July 2016, the election is no longer irrevocable for all future employment with the same 

district; an employee may need to be provided the Retirement System Election form due to a change in 

position.  

Examples- Right of Election Scenarios 

A. District employee paying PERS on a classified position and has 5 years of PERS service credit 

(vested), accepts a certificated position that qualifies for immediate STRS membership (100% 

contract). Employee elects STRS on the newly certificated position. Required documents: 

1. ES 372 electing STRS. 

a.  STRS membership is effective the date the certificated position is taken. 

b.  STRS staff will set up the employee’s STRS account per the ES 372 form, if 

needed. 

2. MAR for separation if employee will not continue to perform classified duties for the 

district. 

B. District employee paying PERS on a classified position and has 5 years of PERS service credit 

(vested), accepts a certificated position that does not qualifies for immediate STRS membership 

(50%-99% contract). Employee has no prior STRS membership. Employee elects STRS on the 

newly certificated position. Required documents: 

 

1. ES 372 electing STRS. 

a.  STRS membership is effective the first day of the following pay period. 

b.  STRS staff will set up the employee’s STRS account per the ES 372 form, if 

needed. 

2. ES 350 Permissive Membership for the first month electing to pay into CalSTRS. 

a. Employees with a 50% - 99% contract do not qualify for immediate membership 

until the first day of the following pay period. 

b. The ES 350 allows the employee to immediately pay into CalSTRS. 

 

 

 

  

January 2017 

Update 

Changed by SB 1352. First month of employment is 

reported as non-member earnings to CalSTRS. 
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Examples- Right of Election Scenarios, Continued 

C. District employee paying PERS on a classified position and has 5 years of PERS service credit 

(vested), accepts a certificated position that qualifies for immediate STRS membership (100% 

contract). Employee elects PERS on the newly certificated position. Required documents: 

 

1. ES 372 form electing PERS. 

a.  PERS membership effective as of the day the certificated position is taken. 

b.  Hire date and effective date of position which requires membership in a 

different retirement plan may not be the same. 

2. MAR form for appointment--appointing the certificated position. 

 

D. District employee paying PERS on a classified position and has 5 years of PERS service credit 

(vested), accepts a certificated position that does not qualify for immediate STRS membership 

(50% - 99% contract).  Employee elects PERS on the newly certificated position. Required 

documents: 

 

1. ES 372 electing PERS. 

a.  PERS membership effective the first day of the following pay period. 

b.  Employees with a 50%-99% contract do not qualify for immediate STRS 

membership until the first of the following pay period so the employee does not 

qualify for the right of election. 

2. ES 350 Permissive Membership declining STRS membership as of the date of hire into 

the certificated position.  

a.  The first month’s earnings are reported to CalSTRS without contributions. 

b.  Caution:  the employee must decline CalSTRS membership when completing 

the ES 350 form for the first month’s earnings. The employee loses the right of 

election if he elects permissive CalSTRS membership when completing the ES 

350 form. 

3. MAR form for appointment- appointing the certificated position. 

a.  The appointment effective date should be the date the member became 

eligible to make the election, not the date the employee took the position. 

  

Changed by SB 1352. First month of employment is 

automatically reported as non-member earnings to CalSTRS. 
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Examples- Right of Election Scenarios, Continued 

E. District employee paying PERS on a classified position and has 5 years of PERS service credit 

(vested), accepts a certificated position that does not qualify for immediate STRS membership 

(less than 50% contract). Employee has no prior STRS membership. Employee does not have the 

right of election. 

 

1. Employee must complete the ES 350 Permissive Membership form electing or declining 

STRS membership. 

a.  If employee declines permissive membership, employee may still mandatorily 

qualify for STRS membership if the 60 hours/100 day threshold is met. 

1. Employee may then have the right of election only if mandatory 

membership was met within 60 days if the employee taking the 

certificated position.  

b.  If employee accepts permissive membership with CalSTRS, membership is 

effective the first day of the pay period following the election. 

 

 

F. District employee paying into PERS on a classified position, has less than 5 years of PERS service 

credit (not vested), accepts a certificated position that mandatorily qualifies for STRS 

membership, and has a break in service not exceeding 120 days between the classified and 

certificated position. Employee does not have the right of election; employee must be vested or 

come from active employment. Report employee’s earnings to CalSTRS. 

 

1. If certificated position is 100% contract:  Mandatory STRS membership as of the hire 

date in the certificated position. 

2. If certificated position is 50%-99% contract:  Membership is not effective until the first 

of the following pay period unless an ES 350 form is completed electing membership as 

of the hire date in the certificated position. 

3. If certificated position is less than 50% contract:  No mandatory STRS membership. 

Employee must be given the ES 350 Permissive Membership form. 

a.  Employee may elect STRS membership and will be effective the first day of the 

pay period following the election. 

b.  If the employee declines membership, employee is setup with STRS as a non-

member effective the first day of the month the election is made. 

c.  Employee may qualify in the future for mandatory membership by reaching the 

60 hour/100 day threshold. 

  

Changed by SB 1352 
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Examples- Right of Election Scenarios, Continued 

G. District employee paying into PERS on a classified position, has less than 5 years of PERS service 
credit (not vested), accepts a certificated position and has no break in service between the 
classified and certificated position. Employee qualifies for the right of election because although 
not vested, employee is coming from active employment. 
 

1. Employee should be given an ES 372 Right of Election form. 

 
H. District employee paying PERS on a certificated position accepts another certificated position 

that qualifies for STRS membership. 
 

1. Employee should be given a new ES 372 Right of Election form. 
 
 

I. District employee paying STRS on a certificated position, accepts a classified position that 
qualifies for PERS membership. Employee elects PERS on the newly classified position. Required 
documents: 
 

1. ES 372 electing PERS. 
a.  PERS membership is effective the date the classified position was taken. 

2. MAR form for CalPERS appointment setup with the certificated position. 
a.  PERS staff will set up the employee’s PERS account per the MAR form. 

3. CalPERS Member Reciprocal Serf-Certification Form so the employee can default to 
classic membership if they qualify. 
 
 

J. District employee paying STRS on a certificated position, accepts a classified position that 
qualifies for PERS membership. Employee elects STRS on the newly classified position. Required 
documents: 
 

1. ES 372 electing STRS. 
a.  A new STRS appointment is not needed; the employee is already a STRS 

member. 
b.  Do not submit a MAR for appointment into PERS if the employee chooses STRS. 

Changed July 2016. Election no 

longer irrevocable for all future 

employment with the same district. 
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WHEN AN EMPLOYEE ACCEPTS A NEW CERTIFICATED POSITION 
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WHEN AN EMPLOYEE ACCEPTS A NEW CLASSIFIED POSITION 
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Source: Teacher’s Retirement Law Vol. 1 January 1, 2018 
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Source: Teacher’s Retirement Law Vol. 1 January 1, 2018 
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Source: Teacher’s Retirement Law Vol. 1 January 1, 2018 
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Source: Teacher’s Retirement Law Vol. 1 January 1, 2018 
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Source: Teacher’s Retirement Law Vol. 1 January 1, 2018 



401 – Definitions   CalSTRS Manual 

August 2018  Section 401-6 
 

 

Source: Teacher’s Retirement Law Vol. 1 January 1, 2018 
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Pensionable Compensation 2% at 62 – Government Code 7522.34 

(a) “Pensionable compensation” of a new member of any public retirement system means the normal 
monthly rate of pay or base pay of the member paid in cash to similarly situated members of the same 
group or class of employment for services rendered on a full-time basis during normal working hours, 
pursuant to publicly available pay schedules, subject to the limitations of subdivision (c). 

(b) Compensation that has been deferred shall be deemed pensionable compensation when earned 
rather than when paid. 

(c) Notwithstanding any other law, “pensionable compensation” of a new member does not include the 
following: 

(1) Any compensation determined by the board to have been paid to increase a member’s retirement 
benefit under that system. 

(2) Compensation that had previously been provided in kind to the member by the employer or paid 
directly by the employer to a third party other than the retirement system for the benefit of the member 
and which was converted to and received by the member in the form of a cash payment. 

(3) Any one-time or ad hoc payments made to a member. 

(4) Severance or any other payment that is granted or awarded to a member in connection with or in 
anticipation of a separation from employment, but is received by the member while employed. 

(5) Payments for unused vacation, annual leave, personal leave, sick leave, or compensatory time off, 
however denominated, whether paid in a lump sum or otherwise, regardless of when reported or paid. 

(6) Payments for additional services rendered outside of normal working hours, whether paid in a lump 
sum or otherwise. 

(7) Any employer-provided allowance, reimbursement, or payment, including, but not limited to, one 
made for housing, vehicle, or uniforms. 

(8) Compensation for overtime work, other than as defined in Section 207(k) of Title 29 of the United 
States Code. 

(9) Employer contributions to deferred compensation or defined contribution plans. 

(10) Any bonus paid in addition to the compensation described in subdivision (a). 

(11) Any other form of compensation a public retirement board determines is inconsistent with the 
requirements of subdivision (a). 

(12) Any other form of compensation a public retirement board determines should not be pensionable 
compensation. 

(13) (A) Any form of compensation identified that has been agreed to be non-pensionable pursuant to a 
memorandum of understanding for state employees bound by the memorandum of understanding. The 
state employer subject to the memorandum of understanding shall inform the retirement system of the 
excluded compensation and provide a copy of the memorandum of understanding. 

(B) The state employer may determine if excluded compensation identified in subparagraph (A) shall apply 
to non-represented state employees who are aligned with state employees subject to the memorandum 
of understanding described in subparagraph (A). The state employer shall inform the retirement system 
of the exclusion of this compensation and provide a copy of the public pay schedule detailing the 
exclusion. 
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Source: Teacher’s Retirement Law Vol. 1 January 1, 2018 
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California Public Employee’s Pension Reform Act Summary  

 Also known as AB340 and PEPRA. 

 Created a different retirement formula for employees who are first hired to perform creditable 

service on or after January 1, 2013. These employees are referred to as 2% at 62 members. 

o Employees who were first hired to perform creditable service before January 1, 2013, 

are referred to as 2% at 60 members. 

 Caps creditable compensation for 2% at 62 members at 120% of social security wages. 

o Employee and employer contributions stop in the fiscal year once the limit has been 

met. 

 Limits the type of compensation that is creditable for 2% at 62 members. 

o Excludes most special compensation from creditable earnings. 

 Allowances. 

 Bonuses. 

 Cash-in-lieu of receiving a benefit. 

 Compensation paid for a specified number of times. 

 Compensation paid for the purpose of enhancing a benefit.  

 Allows CalSTRS to establish a different contribution rate for 2% at 62 members. 

o May stay the same or may change annually. 

 Prohibits employer paid contributions. 

 Limits a district’s ability to offer a one-year final compensation to teachers. 

o Final compensation may only be averaged over at least three schools years for 2% at 62 

teachers. 

o One-year final compensation may be provided for 2% at 60 members who are classroom 

teachers (limitations apply). 

 Forfeits benefits for all members (2% at 60 and 2% at 62) who are convicted of a felony. 

o Any benefits that a member accrued after committing the felony will be forfeited and 

contributions will be returned without interest. 

o Any benefits accrued prior to committing the felony remain intact. 

 All members who retire on or after January 1, 2013, must wait 180 days before they can return 

to school employment as retirees. 

o Exemptions exist to bring a STRS retiree back to perform creditable service within the 

180 days from retirement. 

o If no exemptions are requested, CalSTRS will reduce the retiree’s benefit dollar per 

dollar. 
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AB 1381 Pension Reform Act Cleanup Bill 

 Extends the definition of a 2% at 60 member to include any person who was a member of a 

concurrent retirement system on or before December 31, 2012, and performed services in that 

system within six months of becoming a CalSTRS member. 

 For 2% at 60 members:  Compensation determined to have been paid to enhance a member’s 

benefits is only creditable to the DBS account. 

o Not creditable for 2% at 62 members. 

 For 2% at 62 members:  Creditable compensation must be paid each pay period in which service 

is performed for that position. 

 Requires post-retirement earnings to be reported using an annualized full-time compensation 

earnable. 

 Excludes 2% at 62 members from being eligible to retire at age 50 with 30 years of service 

credit. 
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The AB340 New Member box will determine what contribution rate will be used when calculating the 

employee contribution rate. For programing reasons the boxes have a specific default.  It is the district’s 

responsibility to check the appropriate boxes that apply to each new hire and/or new position 

assignment when the employee is initially set up in Galaxy or assigned to a new position. 

 

Example 1 

When an employee is set up in Galaxy with the AB340 box unchecked as shown below: 

 

1. The employee’s contributions will be taken at 10.25% for fiscal year 2018-19. 

2. The contributions will be employer pickup (employee pays contributions). 
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Example 2 

When an employee is set up in Galaxy with the AB340 New Member box checked as shown below: 

 

1. The employee’s contributions will be taken at 10.205% for fiscal year 2018-19. 

2. The contributions will be paid by the employee (employer pickup). 

 

Note:   

1. The AB340 New Member box controls which retirement plans are available in the “Retirement 

Plan” drop down list. 

 

2. The rules for changes made to the AB340 New Member box on the Add/Modify Employee 
Information screen:   

a. When a position is saved, the retirement system for the position (PERS, STRS, Alt-FICA, 
or None) is determined from the retirement code used for the position.  Any other 
position(s) with the same retirement system, held by the employee, will have the AB340 
New Member box selection updated automatically by Galaxy to match the position that 
was saved. 
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Check the Secured Employer Website (SEW) to determine the employee’s retirement formula, 2% at 60 

or 2% at 62. 

 

 
1. The County Office will continue setting up enrollments. 

 

2. All new enrollments set up as of 01/01/2013, will default to the new member formula (2% at 

62). 

 

3. If the employee should be considered a “classic” member (2% at 60), the County Office may be 

able to work with our CalSTRS representative to have the membership date back-dated and the 

retirement formula changed. 

a. This will require district documentation to substantiate the hire date. 

 

4. If the request to back-date the employee’s membership effective date is denied, the employee 

will have to go through the dispute process and work directly with CalSTRS.  
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Public Employee’s Pension Reform Act of 2013 

Retirement Formula Designation 

Question Answer 
How do employers know which retirement 
formula applies to a member? 

An indicator is located in REAP that displays 
retirement formula information per member. In 
addition, a field on the Match File response file 
displays the retirement formula information per 
member. 

If a non-member account was established 
prior to January 1, 2013 but the employee did 
not work prior to January 1, 2013, what is his 
or her retirement formula? 

Their retirement formula would be 2% at 60. Any 
individual with an account prior to January 1, 
2013, regardless of membership status or service 
performed, will have the 2% at 60 retirement 
formula. Per AB 340, only employees hired to 
perform creditable service prior to January 1, 
2013 are entitled to the 2% at 60 retirement 
formula. 

If any account was established prior to 
January 1, 2013 but an employer did not 
report contribution line until after January 1, 
2013, what formula will the member default 
into? 

This account defaults into the 2% at 60 formula. 
The retirement formula is set based on the date 
the account was established (in this case, prior to 
January 1, 2013). Reporting contribution lines 
does not set or change the retirement formula. 

Did employers need to submit reporting lines 
prior to January 1, 2013 to establish a 
member with a 2% at 60 retirement formula? 

No, if you established an account (member or 
nonmember) using REAP or the MR87 process 
prior to January 1, 2013, the account defaulted 
into the 2% at 60 formula. The retirement formula 
is set based on the transaction date (the date you 
preform the REAP or MR87 transaction) not the 
effective date you set for the account. This is 
because any employee first hired to preform 
creditable service on or after January 1, 2013 is 
subject to the 2% at 62 formula. 

If an account was established on or after 
January 1, 2013 but the member worked prior 
to January 1, 2013, can the effective date on 
the account be backdated prior to January 1, 
2013? 

Yes, but the effective date cannot be back dated 
prior to January 1, 2013 through REAP or MR87 
process. If an account is established on or after 
January 1, 2013 but the member worked 
preventing the employer from submitting their 
F496 report, the employer must contact their 
employer services representative to correct the 
retirement formula and change the effective date 
on the account. 
 

If someone was offered employment in 
December 2012 but did not work until January 
2013 which retirement formula will they 
default into? 

If they were first hired to preform creditable 
service prior to January 1, 2013 they are entitled 
to the 2% at 60 retirement formula per the Public 
Employee' Pension Reform Act of 2013. 
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Question Answer 
If a person is a CalSTRs member prior to 
January 1, 2013, refunds and then takes a 
position on or after January 1, 2013 which 
retirement formula would apply? 

If they were first hired to perform creditable 
service prior to January 1, 2013 they are entitled 
to the 2% at 60 retirement formula per the public 
employees' pension reform act of 2013. 

If a person is hired to perform creditable 
service prior to January 1, 2013, elects 
CalPERs, terminates the position and is later 
hired to perform creditable service on or after 
January 1, 2013 and elects CalSTRS, which 
retirement formula would apply? 

The 2% at 60 retirement formula applies in this 
case. Anyone hired to perform creditable service 
prior to January 1, 2013 is CalSTRs 2% at 60, 
regardless of prior refunds 

What documentation does a member need to 
provide to appeal their retirement formula 
designation? 

They are entitled to the 2% at 60 retirement 
formula. Anyone hired to perform creditable 
service to January 1, 2013 is a CalSTRs 2% at 
60, even if they chose to take that creditable 
service to CalPERS. 

How long does it take to resolve an appeal of 
a member’s retirement formula? 

CalSTRS requires documentation that 
substantiates the hire date to perform creditable 
service in order to change the retirement formula. 

Whose responsibility is it to prove the hire 
date if a member’s retirement formula 
incorrect? 

The retirement formula appeal process will 
quickly and efficiently resolve retirement formula 
discrepancies. For more information about the 
members’ right to appeal, please refer to the 
CalSTRS Member handbook. 

Equal Sharing of Pension Costs 

Question Answer 
Will changes to contribution rates affect all 
members (CalSTRS 2% at 60 and CalSTRS 2% 
at 62)? 

No, if contribution rates change under the Public 
Employees’ Pension Reform Act of 2013, it will 
not affect all members; it will only affect CalSTRS 
2% at 60. Under the Public Employees’ Pension 
Reform Act of 2013, employees hired to perform 
creditable service on or after January 1, 2013 
(CalSTRS 2% at 62) are required to pay at least 
50% of the normal cost rate of the Defined 
Benefit plan. The member contribution rate 
remains 8 percent for the 2013-2014 Fiscal Year 
or both CalSTRS 2% at 60 and CalSTRS 2% at 
62. However, the member contribution rate for 
CalSTRS 2% at 62 may change in the future if 
the normal cost of the plan increases or 
decreases by more than one percent. For 
CalSTRS 2% at 60, the contribution rate is set in 
statute and can only change by legislative action. 
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Creditable Compensation 

Question Answer 

Can a separate pay schedule be created for 
CalSTRS 2% at 60 and CalSTRS 2% at 62? 

No, the retirement formula does not create a 
separate class of employees. The same salary 
must apply to the entire class.  

Are step increases considered normal 
monthly pay or base pay? 

Yes, step increases are considered normal 
monthly pay or base pay. 

As of January 1, 2013, is all special 
compensation non-creditable for CalSTRS 2% 
at 62? 

No, not all special compensation is non-creditable 
for CalSTRS 2% at 62. Certain special 
compensation is still creditable for CalSTRS 2% 
at 60. Refer to Employer Directive 2012-07 for 
more information regarding special compensation 
for CalSTRS 2% at 62. 

If a stipend or other bonus is listed on the 
salary schedule is this reportable to 
CalSTRS? 

It depends. If the stipend or other bonus is a 
publicly available salary schedule and it meets 
the definition of creditable compensation it can be 
reported to CalSTRS. Under the Public 
Employees’ Pension Reform Act of 2013, 
however, bonuses are specifically not creditable 
for 2% at 62. For 2% at 62, if the stipend is not 
part of the base pay, the stipend must be 
reported using a contribution code 6 and 
assignment code 72. Refer to Employer Directive 
2012-07 for more information regarding special 
compensation for 2% at 62. 
 

What special compensation can be reported 
with assignment code 72? 

Certain payments, such as master’s stipends, are 
considered creditable compensation as long as 
they are included in the base pay or specifically 
identified on a salary schedule or other publicly 
available document. Refer to Employer Directive 
2012-07 for more information regarding special 
compensation for CalSTRS 2% at 62. 

Are master degree stipends reported using 
contribution code 6 for CalSTRS 2% at 62? 

Yes, as long as the contribution code 6 line is 
reported with assignment code 72. If the 
compensation is not part of the base pay, this 
compensation must be reported using a 
contribution code 6 and assignment code 72. 
Refer to Employer Directive 2012-07 for more 
information regarding special compensation for 
2% at 62. 

Is assignment code 72 valid for both Cash 
Balance and Defined Benefit? 

Yes, special compensation that can be reported 
for CalSTRS 2% at 62 applies to both Cash 
Balance and Defined Benefit.  
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Question Answer 

Are there edits in the Secure Employer 
Website that ensure correct assignment 
codes are used for CalSTRs 2% at 62? 

Yes, edit code MO-B114-CC6 reported member 
has a 2% at 62 and the assignment code is not 
72, and edit MO-B115- contribution line is coded 
with assignment code 72 and the member has a 
2% at 60 formula. 

When reporting special compensation for 2% 
at 62, will there be an edit in the Secure 
Employer Website that monitors the total 
amount of compensation reported? 

Yes, an edit will be implemented that monitors 
the total amount of special compensation 
reported for CalSTRS 2% at 62. Since special 
compensation is limited for CalSTRS 2% at 62, 
the threshold will be set much lower than the 
current $15,000 limit set for CalSTRS 2% at 60. 

Can employers add a bonus or stipend that 
currently is not creditable to CalSTRS for the 
CalSTRS 2% at 62, to the salary schedule and 
make it part of the base pay? 

Yes, you can add a stipend or a bonus to a salary 
schedule to make it part of the base pay. The 
Public Employees’ Pension Reform Act of 2013 
states that the normal monthly pay or base pay it 
would be reportable to CalSTRS. However, a 
salary schedule change of this nature must apply 
to the entire class of employees. You cannot 
create a separate salary schedule for CalSTRS 
2% at 62. 

Creditable Compensation 

Question Answer 

If a member reaches the cap, is the employer 
required to pay contributions over the cap to 
Social Security and/or establish a separate 
Defined Benefit (DB) Plan? 

No, CalSTRS members do not pay into Social 
Security, therefore, employers are not required to 
pay contributions over the cap to Social Security. 
Nor can employers establish a separate DB plan, 
However, the Public Employee’s Pension Reform 
Act of 2013 does allow, but does not require, 
employers to contribute to a defined contribution 
plan for compensation above the cap. Beginning 
January 1, 2013, the cap on compensation for 
CalSTRS 2% at 62 is $136,440. 
 
If an agreement exists between an employer and 
its employees that a retirement supplement must 
be provided on compensation above a cap, 
CalSTRS is not aware of the details and cannot 
comment on how if should be implemented, 
except that per the Public Employees’ Pension 
Reform Act of 2013, any retirement supplement 
above the cap must be a defined contribution 
plan and rate of employer contribution to such a 
pan cannot exceed 8.25 % 

Is the cap on compensation based on a 
calendar year or fiscal year? 

Per the Public Employees’ Pension Reform Act of 
2013, the cap on compensation is based on a 
calendar year. However, CalSTRS is seeking 
legislative changes to base the cap on a fiscal 
year. 
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Question Answer 

Does the compensation cap apply to Cash 
Balance participants?  

No, the Public Employees’ Pension Reform Act of 
2013, the cap on compensation is based on a 
calendar year. However, CalSTRS is persuing 
legislation to apply the Public Employees’ 
Pension Reform Act of 2013 requirements to the 
Cash Balance Benefit Program. 

Does CalSTRS or the employer monitor the 
cap on compensation? 

Ideally each employer should monitor the 
compensation reported to CalSTRS. However, 
CalSTRS will be implmention a running balance, 
visible REAP, of compensation reported to 
CalSTRS. This display can be used to monitor 
compensation reported to CalSTRS per member. 
 
In addition, future Defined Benefit business rules 
may evaluate the amount of contributions 
reported and prevent contributions from being 
submitted in excess of the compensation cap. 

If a member works for multiple districts and 
reaches the compensation cap, how will 
CalSTRS determine which district to accept 
contribution from? 

We are in the process of developing the business 
requirements to implement this and will provide 
more information as we progress with the 
implementation. 

If an employee works for multiple districts in 
the same county and the compensation cap is 
met based on the cumulative total of two or 
more contribution lines on the same F496 file 
how will the system treat each individual line? 

CalSTRS is determining how the system will treat 
this scenario. This question will be updated when 
a solution is determined. 

For subsequent year adjustment reporting for 
2% at 62, will the compensation apply to the 
compensation cap for the fiscal year 
represented on the contribution line or the 
fiscal year in which the contribution lines 
were received by CalSTRS? 

Compensation will apply to the fiscal year 
represented on the contribution line is reported to 
CalSTRS in September 2014 (fiscal year 
2014/2015) but the service period is for June 
2014 (fiscal year 2013/2014), the compensation 
would apply to the cap for fiscal year 2013/2014. 

Three-year Final Compensation 

Question Answer 

Does the three-year final compensation 
provision of the Public Employees’ Pension 
Reform Act of 2013 affect CalSTRS 2% at 60? 

No, the three-year final compensation provision 
of the Public Employees’ Pension Reform Act of 
2013 does not affect compensation provisions 
only apply to members hired on or after January 
1, 2013, CalSTRS 2% at 62. CalSTRS 2% at 60 
are still eligible for one-year and three-year final 
compensation. 

Does the three-year final compensation 
provision affect CalSTRS 2% at 62 that are 
entitled to employer paid one-year final comp 
per their employment agreement? 

Yes, the three-year final compensation provision 
supersedes any existing employment agreement. 
CalSTRS 2% at 62 are subject to three-year final 
compensation regardless of their employment 
agreement. 
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Post Retirement Earning Limitations 

Question Answer 

Does the 180-day post retirement earnings 
provision apply to members who retire before 
January 1, 2013? 

Yes, members who retire prior to January 1, 2013 
are subject to the 180-day zero-dollar earnings 
limitation if they are under normal retirement age. 
Education Code section 24214.5 requires any 
retiree who retire prior to January 1, 2013, and 
who is under normal retirement age (age 60), to 
wait 180-days from the date of their retirement, or 
turn age 60, before returning to perform 
creditable service in order to avoid a reduction in 
his or her benefit. If a retiree who retires prior to 
January 1, 2013 is at or above age 60, he or she 
is not subject to the 180-day break service. 

What exemptions to the annual 
postretirement earnings limitation apply to 2% 
at 60 members versus 2% at 62 members? 

For the 2012-13 and 2013-14 school years only, 
there is exemption for all retired members who 
are at or above normal retirement age (age 60 for 
CalSTRS 2% at 60, and age 62 for CalSTRS 2% 
at 62) and who are appointed by a county 
superintendent of schools, the California 
Community Colleges Board of Governors, the 
State Board of Education or the State 
Superintendent of Public Instruction to specified 
positions to assist schools that are experiencing 
specific academic or fiscal distress. CalSTRS 
must receive the exemption request and required 
documentation substantiating a member’s 
eligibility before the member begins working. The 
member is not eligible for this exemption if he or 
she has received a retirement incentive in the 
previous six months. If approved, this exemption 
on applies to the annual postretirement earnings 
limit. 

CalSTRS System Changes 

Question Answer 

When will CalSTRS implement the Match File 
changes (the indicator for CalSTRS 2% at 60 
and CalSTRS 2% at 62)? 

The indicator on the Match file was added on 
January 1, 2013. The respond field length still 
remains 30 characters long. 

Can employers submit contribution lines with 
service periods prior to the effective date on a 
CalSTRS account? 

No, member contribution lines cannot precede the 
effective date on the CalSTRS account. These 
lines will receive a correction required error in 
SEW. Nonmember contribution lines also cannot 
precede the effective date on the CalSTRS 
account. 
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Question Answer 

What other items in the Public Employees’ 
Pension Reform Act of 2013 is CalSTRS 
seeking clarification on? 

CalSTRS is pursuing numerous points of 
legislation to clarify and conform the Teachers’ 
Retirement Law to Pension Reform. CalSTRS is 
pursuing legislation on: 

 Allowing for CalSTRS members who 
were members of concurrent retirement 
system prior to January 1, 2013, to be 
designated as CalSTRS 2% at 60 if they 
performed service under that retirement 
system in the six months prior to 
performing CalSTRS creditable service;  

 Changing the compensation cap to be 
based on a fiscal year instead of calendar 
year; 

 Applying the Public Employees’ Pension 
Reform Act of 2013 requirements to the 
Cash Balance Benefit Program; 

 Allowing for bargained for employer-paid 
member contributions for 2% at 60; 

 Allowing for bargained for one-year final 
compensation for 2% at 60 members; 

 Clarifying the limits on types of creditable 
compensation. 

Will there be a new assignment code to 
differentiate between 2% at 60 and 2% at 62 
members? 

No. 
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Creditable Compensation Regulations Summary 

The Creditable Compensation Regulations cover members under the 2% at 60 retirement formula. The 

rules and regulations affecting 2% at 62 members are covered by the Pension Reform Act of 2013. 

The Creditable Compensation Regulations became effective January 1, 2015, and cover: 

 Class of employees. 

 Creditable compensation. 

 Remuneration in addition to salary. 

 Consistent treatment of compensation. 

 Appropriate crediting of contributions to the Defined Benefit and Defined Benefit Supplement 

Program. 

Two main areas that affected districts were the reclassification of certain stipends and the disallowance 

of certain types of payments as creditable items.  

Department chair and coaching stipends were previously considered special compensation (did not 

generate service credit). The Creditable Compensation Regulations now treat these payments and all 

outgrowth activities as salary on the basis that the employee is performing additional service in order to 

receive these wages (does generate service credit). 

Special compensation, such as longevity and master stipends, that is received and is not tied to the 

performance of additional service is considered remuneration in addition to salary (assuming all 

requirements are met). 

Automobile and housing allowances as well as cash in lieu of benefits are no longer creditable items, but 

can be restructured into an employee’s contract and treated as consistent compensation if the contract 

is restructured before January 1, 2016.   

District Fiscal Services made several changes in Galaxy to comply with the new regulations. Payroll 

adjustment codes were modified and districts informed of the changes. 

Please refer to the final regulations for a complete description of all areas affected. The final regulation 

text can be found in the CalSTRS website:  http://www.calstrs.com.  
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Correction: The 920 – 929 codes can be used to pay compensation that is paid 

to 2% at 62 members. The code has been programmed so contributions are not 

taken from earnings paid to employees with a 2% at 62 benefit formula 

See 

correction 

below 
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Administrative Leave  

CalSTRS would consider compensation paid while someone is on administrative leave as creditable 

service pursuant to Education Code 22119.2(a)(3): 

“Remuneration that is paid for the use of sick leave, vacation, and other employer-approved leave, 
except as provided in paragraph (4) of subdivision (c).” 
 
Paragraph (4) of subdivision (c): Remuneration that is paid in exchange for the relinquishment of unused 

accumulated leave. 

 

 

Retirement Incentives 

Retirement incentives paid before employees separate from their employing districts are creditable. 

Retirement incentives paid after employees separate from their employing districts are not creditable. 

 

 

Settlement Payments 

Settlement payments are usually not creditable since they are not issued for the performance of 

creditable service. The district may request a review of the settlement by CalSTRS by submitting the 

agreement to the STRS Unit in DFS. Note: settlements should be processed through payroll and are 

subject to all applicable taxes. 
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Defined Benefit Program (DB) Contribution Rates  

 

 

Defined Benefit Supplement (DBS) Program Contribution Rates 

 

DBS contribution rates are set in statute for 2% at 60 members; 8% of the employer contribution is 

credited to the member’s DBS Program account and 0.25% goes to the DB Program to pay for the cost of 

service credit for unused sick leave.  

The difference in the DB vs DBS contribution rates is what causes the employee/employer Excess 

Contribution Refunds, which are transacted on a monthly basis. 

 

Reduced Workload Program (RWP) 

Program 
Employer Rate 

FY 2018-19 

Reduced Workload Program - 2% at 60 16.280% 

Reduced Workload Program - 2% at 62 N/A 

 

 

 

EMPLOYEE 

FORMULA

EMPLOYEE 

RATE

EMPLOYER 

RATE

EMPLOYEE 

RATE

EMPLOYER 

RATE

EMPLOYEE 

RATE

EMPLOYER 

RATE

EMPLOYEE 

RATE

EMPLOYER 

RATE

2% at 60 9.200% 10.730% 10.250% 12.580% 10.250% 14.430% 10.250% 16.280%

2% at 62 8.560% 10.730% 9.205% 12.580% 9.205% 14.430% 10.205% 16.280%

FY 18-19            

(Effective July 1, 2018)

FY 15-16

(Effective July 1, 2015)

FY 16-17

(Effective July 1, 2016)

FY 17-18            

(Effective July 1, 2017)

EMPLOYEE 

FORMULA

EMPLOYEE 

RATE

EMPLOYER 

RATE

EMPLOYEE 

RATE

EMPLOYER 

RATE

2% at 60 8.000% 8.250% 8.000% 8.250%

2% at 62 8.000% 8.250% 9.000% 8.250%

UP TO FY 17-18

(Effective July 1, 2017)

FY 18-19

(Effective July 1, 2018)

CalSTRS 2% at 62 members are not 

eligible to participate in RWP until 

at least 2023. 

Please note the increase in 

employee contribution rate for  

FY 18-19 for 2% at 62 members. 
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Other Limits for Fiscal Year 2018-19 
 
Unused Sick Leave Service Credit:   Present Value Factor is 0.333 through June 30, 2019. 
 
Post Retirement Earnings Limit: $45,022.00 
 
Compensation Limit Internal Revenue Code Section 401(a)(17):   $275,000.00 

 For all persons who became a CalSTRS DB member or CB participant on or after July 1, 1996. 

 Employee and employer contributions stop when the limit is reached. 
 

Creditable Compensation Limit for 2% at 62 Members (FY 18-19):   $146,230.00 

 120% of the social security wage limit adjusted annually. 

 Employee and employer contributions stop when the limit is reached. 
 

Interest Rates for Penalties and Interest:   7.00% for late monthly report and late contribution 
remittance. 

 

Future Employee and Employer Contribution Rates 

AB 1469 allows for the annual review of employee contributions to the Defined Benefit Program. 

Employee contributions increased for member and employers beginning July 2014.  
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Basic Sick Leave 

A basic sick leave day is equivalent to one day’s paid leave of absence per monthly pay period due to 
illness or injury.  CalSTRS members can earn up to 12 basic sick leave days per year.  Excess sick leave 
days are the total number of days granted by the district in excess of total basic sick leave days.  

Work and Paid 12 Months = 12 days of basic sick days. 
Work and Paid 11 Months = 11 days of basic sick days.  
Work and Paid 10 Months = 10 days of basic sick days. 

 

Excess Sick Leave 

Example:   An employee who works and is paid 12 months, but receives 15 days of sick leave per year. 
The employee earns 12 basic sick days plus 3 days of excess sick leave per year. 

At retirement, the employee receives additional service credit for all unused basic sick days and CalSTRS 
bills the last employing district the unused excess sick days. The district must certify the number of 
unused basic and excess sick leave days in the Express Benefit Report (Unused Sick Leave) form SR-
0554E. 

 

How should Sick Leave be Deducted?  

Education Code section 22724(a) states, “To determine the number of excess sick leave days to which a 
member is entitled when he or she retires, the employer shall deduct the days of sick leave used by the 
member from the member's accumulated and unused sick leave balance according to the following 
method: 

(1) Sick leave usage shall first be deducted from the accumulated and unused sick leave balance existing 
on July 1, 1986. 

(2) Sick leave usage shall next be deducted from basic sick leave days granted to the member by an 
employer after June 30, 1986. 

(3) Sick leave usage shall then be deducted from any excess sick leave days granted to the member by an 
employer after June 30, 1986. 

(4) Upon request from the board, the employer shall submit sick leave records of past years for audit 
purposes.  

Districts have been cited for failing to exhaust members’ basic sick leave balances first, as stated in  
Ed Code 22724, prior to reducing the excess sick leave balances. In addition, CalSTRS is also finding that 
districts are not separately tracking basic sick days and excess sick days in their leave records. 

 

  

Common 
audit 

finding 

June 2017  Section 601-1 
 



601- Basic and Excess Sick Leave  CalSTRS Manual 
   

 

SAMPLE 

District:  Complete the form and 
mail directly to CalSTRS 
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SAMPLE 

District:  Complete the 
form and mail directly to 

CalSTRS 
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SAMPLE 
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Below is the PowerPoint presentation for the excess sick leave training held on October 6, 2015. Also, 
attached are the questions posed by districts and the answers CalSTRS provided to those questions. 
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Questions for CalSTRS Training/See Ed Codes that Pertain to Excess Sick Leave 

Districts Who Offer Excess Sick Leave 

1. How should excess and basic sick leave be tracked?   It is up to each district to determine how to 
track excess and regular separately.   
CalSTRS:  CalSTRS cannot advise on how to track, only how to report, our expectation is that it 
will be in compliance with Ed Code 22724.   
 

2. Excess sick leave would only be used when all accumulated regular sick leave is used first?  Yes, 
that is correct- Ed Code 22724.   
 

3. Is accumulated basic sick leave from a classified position allowed to be transferred to CalSTRS 
when the employee is hired to perform certificated service paying into STRS?  No, outside of the 
law unless the employer is willing to pay for the amount transferred.  What about the excess sick 
leave?  No, same answer as the first section. This is considered an unfunded liability.   
CalSTRS:  The transfer of sick leave, while addressed in the Ed Code is outside of TRL and 
therefore outside of CalSTRS’ purview.   

4. Is there a standard form to complete when employee leaves?  No standard form.  This is an 
internal process at each district when the employee is leaving to go to another employer.   
CalSTRS:  CalSTRS does not have a form for the purpose of transferring sick leave between 
employers. When the employee is retiring, the employer submits the Express Benefit Report 
(EBR) to CalSTRS to report the unused basic sick leave and excess sick leave days.  
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5. What is the basic/minimal information that should be included in the transfer of sick leave 
form?   CalSTRS does not have a standard form, when leaving to go to another employer, this is 
between employers.   
CalSTRS:  Agreed. When the employee is retiring, the employer submits the EBR to CalSTRS to 
report the unused basic sick leave and excess sick leave days.  
 

6. Is the Express Benefit Form being revised to provide clearer guidance on the regular and excess 
sick leave calculation?  CalSTRS reviews their forms annually, excess sick leave calculation in on 
page 2 of the instructions.   
CalSTRS:  The Express Benefit Report is currently being reviewed.  The excess sick leave 
worksheet is currently on page two of the instructions.  
 
 

Districts Who Do Not Offer Excess Sick Leave But May be Next Employing or Last Employing District  

7. Section 22718(B).  What does it mean if eligible?  Can the employee be ineligible?  CalSTRS is 
reviewing and will respond later.   
CalSTRS:  A member must first use accumulated basic sick leave as per Ed Code 22724, before 
they are eligible to use excess sick leave.  
    

8. How does the next employer know that the incoming employee has excess sick leave?  And the 
next employer after that?  And the last one?  Is there a standard form to complete when 
employee leaves that is used throughout the state?  This is an internal process of transferring 
information from one employer to the next.   
CalSTRS:  Refer to questions 4 and 5. 
 

9. If a district has an employee that has excess sick leave that is from another district and the 
person goes to another employer and the former employer doesn’t know that there is excess 
sick leave.  Are there any problems for either employer?  It is the last employer’s responsibility to 
pay CalSTRS for the excess sick leave.  During a CalSTRS audit, the responsibility will be the last 
employer.   
CalSTRS:  Agreed. 
 

10. Same question above- but what happens to the last employer if the employee retires and the 
excess is not paid because it was not known.  If in the future, it is known, who pays the excess?  
The last employer will pay the excess sick leave.   
CalSTRS:  §22717 (a) 
 

11. If a new employee has excess sick leave, the receiving district is aware of this.  How is excess sick 
leave tracked?  It is up to the district to develop a tracking system for excess sick leave.   
CalSTRS:  Agreed.  Refer to question 1. 
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12. Can an employer reject the transfer of excess sick leave from another employer and only accept 
regular sick leave?  This is outside teacher retirement law.  There is no distinction between the 
two types of sick leave.   
CalSTRS:  The transfer of sick leave, while addressed in the Ed Code is outside of TRL and 
therefore outside of CalSTRS’ purview.   
 

13. Is there a time frame after which an employer is not required to accept sick leave transfer 
(regular and excess) from another employer?  For example, it has been over a year that the 
employee accepted the position and a transfer of sick leave form was never submitted- is the 
employer required to accept the sick leave transfer?   This is outside of CalSTRS retirement law.  
CalSTRS:  Agreed.    
 

14. Why is the last employer responsible for the financial impact of excess sick leave?  Per law, 
CalSTRS only accepts excess sick leave from the last employer.   
CalSTRS:  Agreed. §22717 (a), §22718 
 

Regular Sick Leave Questions: 

15. Does sick leave earned as a part-time employee get added to sick leave earned as a 
regular/contractual employee?   If the sick leave was already funded through contributions it can 
be added.  Agreed.  Can a district ever deny the leave accumulated from a part-time employee? 
Should not be denied but this is outside of CalSTRS law.  
CalSTRS:  Agreed.  Refer to questions 12 and 13. 
 

16. Is sick leave earned out of state allowed to be transferred into CalSTRS?  This would be funded 
by the employer- should have district policy on out of state transfers of sick leave.   
CalSTRS:  The transfer of sick leave, while addressed in the Ed Code is outside of TRL and 
therefore outside of CalSTRS’ purview.   
 

17. When an employee leaves a district and goes to work in private industry and is not old enough 
to retire, does their sick leave balance (in days) from the employer get reported/recorded on 
district letterhead or should it be placed on the Express Benefit form?  Or is there any reporting 
requirement at all?  Express Benefit form is completed and submitted to CalSTRS when the 
member retires.  The district could record the information on letterhead and give to employee, 
this would need to be validated when the employee returns to the district.   
CalSTRS:  CalSTRS recommends that the district or employer submit the Express Benefit Report.  
It will be uploaded to the member file and processed once the member’s retirement application 
is entered. 
 

18. Is accumulated sick leave lost if the employee has a break in service with the district of two or 
more years?   If the employee comes back after the 2 years, does the employee start with a zero 
balance of sick leave?  This is outside of retirement law, but based on Ed Code 44931 the 
balances are restored if the employee returns to the same employer within 39 months.   
CalSTRS:  While addressed in the Ed Code, this question is outside of TRL and therefore outside of 
CalSTRS’ purview.   
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19. A teacher accumulates sick leave based on a 6 hour work day. As an administrator, the same 

employee earns sick leave based on an 8 hour work day. At the time of retirement as an 
administrator, how should the conversion of sick into days be made for this employee? Would 
the divisor be 8 hours based on the current position the employee holds or should there be two 
conversions:  one for the leave earned as a teacher with a 6 hour divisor and one for leave 
earned as an administrator with an 8 hour divisor?  The divisor would be based on the last 
position the employee is in when they retire- 8 hours in this example.   
CalSTRS:  Agreed.  §22717 (b) 

 

Additional Questions During the Webinar:   

20. What is excess sick leave?  Please see the power point presentation.  A basic sick leave day is 
equivalent to one day’s paid leave of absence per monthly pay period.  Excess sick leave days are 
the total number of days granted in excess of the basic sick leave.   
CalSTRS:  Agreed.  §22170.5 
 

21. Sick leave carried over from the previous year to the current year, is this excess sick leave?  No, 
this is carryover of basic sick leave.   
 

22. The Express Benefit Report is not always received on time.  It is still the employer’s responsibility 
to complete and sign.  The “Employer Notification” in the Secured Employer Website is an 
available tool for districts to use. Employee status changes are posted every day on this site.  
CalSTRS:  Agreed, employer responsibility. 

23. Teacher is working summer school- they are earning 10 basic sick days a year based on their 
contract but are paid twelve times per month.  If they earn sick leave working summer school, is 
this excess?  No, it would not be considered excess sick leave.   
CalSTRS:  Agreed. 
 

24. A substitute earning sick leave under AB1522 does this count?  This does not count for excess 
sick leave- CalSTRS will be sending an email that addresses this topic to Ana.   
CalSTRS:  There is nothing in the law that would treat this sick leave any differently than regular 
sick leave days. Education Code 22170.5(b) defines “Sick Leave Days” as the “number of days of 
accumulated and unused leave of absence for illness or injury”. The sick leave granted under 
AB1522 falls under this category and, therefore, should be reportable to CalSTRS when a 
member retires. This sick leave should be treated as regular basic sick leave days, not excess sick 
leave. 22170.5(b) defines basic sick leave as the equivalent to one day of paid leave per pay 
period. If a member earns more sick leave than one day per pay period, it is considered excess 
sick leave (defined in 22170.5(c)). 

25. A request for the PowerPoint presentation was also made.  CalSTRS will e-mail to Ana. 
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26. This question was asked at the webinar and the district had additional information to add on the 
question - this needs a response from CalSTRS. 
 
We have an employee that is hired in a classified position with the district.  Because of prior 
CalSTRS service, the employee is offered the “Right of Election” and chooses to elect CalSTRS on 
their classified employment. The Collective Bargaining Agreement with the Classified Labor 
Union provides for more than one (1) day of sick leave per month to classified 
employees. Because of this, classified employees working for the district essentially earn one 
additional day of sick leave over the course of the year in their classified assignment.   

Example: A 12 month employee earns 13 days of sick leave 
                             An 11 month employee earns 12 days of sick leave 
                             A 10 month employee earns 11 days of sick leave 
 
Because of our CBA, we are contractually bound to offer this leave.   Would a CalSTRS member 
performing classified work have this additional day of sick leave treated as excess sick leave for 
CalSTRS purposes?  Or since it is under a CBA for a classified position- is the leave permissible to 
be treated as “basic” leave?   
CalSTRS:  By definition, any sick leave awarded above and beyond one day per pay period is 
excess and must be reported as such.  §22170.5 

 

Additional Questions After the Webinar 

1) A Certificated employee (under CalSTRS) moves to a classified position at the same (or another) 
district and elects CalSTRS coverage.   Since the leave was accrued under their previous 
Certificated CalSTRS position and the employee is electing CalSTRS in their new classified 
position- they would be eligible to have the SL moved from their certificated position to the 
classified position for which they have elected CalSTRS?   
CalSTRS:  Yes.  Again, the transfer of sick leave, while addressed in the Ed Code is outside of TRL 
and therefore outside of CalSTRS’ purview.   

2) Similarly, a classified employee who had previously had the right to elect (and did elect) CalSTRS 
on their classified work moves to a certificated position.   The sick leave from the classified 
position would be eligible to be transferred to the certificated position because both positions 
were covered by CalSTRS?   
CalSTRS:  Yes.  As long as the service was reported to CalSTRS and the unused sick leave funded.  
Again, the transfer of sick leave, while addressed in the Ed Code is outside of TRL and therefore 
outside of CalSTRS’ purview.   
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Military Service Credit 

Government Code section 20997 allows a member to receive service credit for military leave of absence 
at no member cost, under specific conditions. Senate Bill 294 amends this section to include the 
following requirement: 

• Employers are required to inform employees of their rights pursuant to section 20997, and 
provide the request form, within 30 days of the employee’s return to employment.  

Government Code sections 21024 and 21029 allows for a member to purchase service credit for past 
active duty military service, served prior to establishing CalPERS/CalSTRS membership. Senate Bill 294 
amends this section to include the following requirement: 

• Employers are required to inform all new employees upon being hired of their right to purchase 
their active duty military service credit.  

For more information, please refer to the following CalSTRS Uniform Services Reemployment 
Notification Form on pages 610-2 and 610-3. 
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SAMPLE 
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SAMPLE 
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The monthly reports that the STRS Unit audits and transmits to CalSTRS are driven by how an employee 

is set-up in Galaxy, and the payroll adjustment codes and/or extra pay codes used to pay the employee.  

The New Employee Authorization Transmittal (NEAT) form is the first step in setting up an employee in 

Galaxy to ensure that their contributions come across for retirement reporting correctly. 

 

New Employee Authorization Transmittal (NEAT) Form  

For retirement purposes, the NEAT form provides the STRS Unit notification that a new employee has 

been hired at a district. The employee must have a correct social security number that matches the 

name per the Social Security Administration for W-2 reporting purposes. 

The appropriate retirement unit reviews the employee profile in Galaxy to verify the employee 

retirement plan, retirement account, AB340 box and position type. The information on the NEAT form 

will help the STRS Unit correctly set up an employee’s account with either CalPERS or CalSTRS.  

If there is a discrepancy between the employee’s information in either MyCalPERS or CalSTRS SEW and 

Galaxy, the DFS Retirement Unit will correct the employee’s set up in Galaxy and notify the affected 

district(s) that a change was made to the employee’s retirement information in Galaxy. For example, an 

employee was changed from new member to classic member. 

Districts should complete the NEAT form in its entirety and attach all applicable retirement forms. The 

complete packet will assist DFS in setting up all employees correctly to avoid district charges or refunds.  

Note:  When NEATs are not required to be approved by DFS because the employee has already been 

established at the district, the DFS Retirement Unit does not review the employee’s profile again and 

therefore the retirement coding cannot be verified. This may happen when an employee accepts a 

position with a different classification within the same district or when a former employee returns to 

work for the same district. 

It is essential that districts verify employee status in MyCalPERS and CalSTRS SEW to ensure employees 

are correctly set up in Galaxy before payroll processes. 
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SAMPLE 
Form currently 

under review. 

Reminders: 
- Name must match 

social security card. 
- Check CalSTRS SEW 

to verify STRS 
status. 

- Include all required 
back-up. 
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NEAT Form:  Retirement Status Section 

It is critical that the retirement status section of the NEAT is completed correctly.  The retirement 
status determines the employee’s PERS/STRS contribution rates and will change the employee’s 
taxable wages and FICA deductions. Furthermore, it will drive how the employee’s retirement is 
reported to their retirement system. District staff should be checking membership status with the 
retirement systems for all new hires and employee’s changing classifications.  

If you are unsure about what coding to use for an employee, contact DFS for additional guidance.  The 
following codes are available: 

 

 

  

Remember:  An employee who does not meet the minimum requirements for membership at your 
district may still be required to be set up as a member if the employee has established PERS/STRS 
membership at another district. 

Once a member, always a member. 
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The Payroll and Retirement Units in District Fiscal Services will be restructuring the Extra Pay and the 
Payroll Adjustment Codes in Galaxy to better fit CalPERS and CalSTRS reporting. 

 

Extra Pay Codes 

Districts can assign Extra Pay Codes to employees in the personnel module to process earnings in 
addition to their base salary.  Extra Pay Codes can be attached to an employee or a position.  The Extra 
Pay Codes are payments that are expected to be recurring on an employee’s check. 

 

Each Extra Pay Code is associated with a Payroll Adjustment Code.  The Payroll Adjustment Codes 
control how the earnings are paid.  For example, if a STRS employee were eligible to receive a 
MASTER’S DEGREE stipend using Extra Pay Code 14, the payment of that stipend would follow the STRS 
business rules under Payroll Adjustment Code 620 (see below).  

Below and on the subsequent pages is a listing of the current version of the Extra Pay Codes.  Please be 
aware these codes are currently under review by DFS.  Once finalized, the new version will be 
disseminated. 

Extra 
Pay 

Code Extra Pay Code Description 
Employee 
/ Position 

Affects 
Actual 

Pay Rate 

Cash 
Option 

Flag 

Uniform 
Allowance 

Flag 

Adjustment 
Code 

(STRS) 

Adjustment 
Code 

(PERS) 

2 CONFIDENTIAL P Y N N 620 800 

3 NIGHT DIFFERENTIAL P Y N N 960 801 

4 SUPERVISORY P Y N N 320 761 

5 ISOLATION PAY P Y N N 620 808 

6 SP ED AIDE STIPEND P Y N N 320 809 

7 NIGHT DIFFERENTIAL E Y N N 960 801 

8 ATHLETIC DIRECTOR P N N N 320 XPS 

9 NON-TRADITIONAL WORKWEEK P N N N 620 805 

10 CSEA PROFESSION GROWTH E N N N 620 781 

11 PROFESSIONAL GROWTH E N N N 620 780 

12 SHORTHAND P Y N N 320 760 

13 ISOLATION PAY E N N N 620 807 

14 MASTER'S DEGREE E N N N 620 783 

15 DRIVERS EDUCATION P N N N 960 XPS 

16 BILINGUAL STIPEND E N N N 320 810 

17 BILINGUAL/CROSS CULTURAL P Y N N 320 815 

18 SUPERVISORY E N N N 320 762 

19 HEAD COACH P N N N 320 XPS 

20 ASST COACH P N N N 320 XPS 

21 DEPT CHAIR E N N N 320 960 

22 DEPT CHAIR P N N N 320 960 

23 LEAD/HEAD TEACHER P Y N N 320 960 
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24 SPLIT SHIFT DIFFERENTIAL E Y N N 960 803 

Extra 
Pay 

Code Extra Pay Code Description 
Employee 
/ Position 

Affects 
Actual 

Pay Rate 

Cash 
Option 

Flag 

Uniform 
Allowance 

Flag 

Adjustment 
Code 

(STRS) 

Adjustment 
Code 

(PERS) 

25 OTHER E N N N 320 960 

26 DRAMA P N N N 320 XPS 

27 BAND P N N N 320 XPS 

28 CHORAL P N N N 320 XPS 

29 SPECIAL ASSIGNMENT P N N N 320 960 

30 LONGEVITY E Y N N 620 763 

31 LONGEVITY E N N N 620 764 

32 LONGEVITY P Y N N 620 763 

33 READING LAB TEACHER P N N N 320 XPS 

34 SALARY DIFFERENTIAL P Y N N 960 806 

35 ADDITIONAL DUTIES E N N N 320 960 

36 PSYCHOLOGIST E N N N 960 XPS 

37 DOCTORATE E N N N 620 783 

38 MENTOR TEACHER P N N N 320 XPS 

39 PROGRAM SPECIALIST P N N N 320 XPS 

40 CSEA STRS STIPEND E N N N 960 XPS 

41 LONGEVITY/YEAR EIGHT E Y N N 620 766 

42 LONGEVITY/YEAR TEN E Y N N 620 767 

43 LONGEVITY/YEAR FIFTEEN E Y N N 620 768 

44 ADVISOR - RELEASE TIME E N N N 320 960 

45 HOUSING ALLOWANCE E N N N 960 960 

46 1.25 VAC FACTOR E N N N 960 960 

47 1.50 VAC FACTOR E N N N 960 960 

48 1.75 VAC FACTOR E N N N 960 960 

50 CASH OPTION E N Y N 960 960 

51 CASH OPTION P N Y N 960 960 

52 CASH OPTION P N Y N 960 960 

53 CASH OPTION-STRS NONCREDITABLE E N Y N 960 960 

54 SPECIAL ED STIPEND E N N N 620 XPS 

55 NOTARY PAY E N N N 960 782 

59 SPLIT SHIFT DIFFERENTIAL P Y N N 960 803 

60 CLEAR CREDENTIAL/SPECIAL EDUC P N N N 620 784 

61 CREDENTIAL SPEECH THERAPIST P N N N 620 960 

62 PERMIT TEACHER/SH CENTER P N N N 620 XPS 

63 BUSINESS ALLOWANCE NONACNTABLE E N N N 960 960 

64 FULL CRED+BA-MINIMUM P N N N 620 XPS 

65 CURRICULUM COACH P N N N 320 XPS 
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66 BUSINESS ALLOWANCE NONACNTABLE P N N N 960 960 

Extra 
Pay 

Code Extra Pay Code Description 
Employee 
/ Position 

Affects 
Actual 

Pay Rate 

Cash 
Option 

Flag 

Uniform 
Allowance 

Flag 

Adjustment 
Code 

(STRS) 

Adjustment 
Code 

(PERS) 

67 CELL PHONE STIPEND NONACNTABLE P N N N 960 960 

68 CELL PHONE STIPEND NONACNTABLE E N N N 960 960 

69 AUTOMOBILE ALLOWANCE P N N N 960 960 

70 BILINGUAL STIPEND/ORAL P Y N N 320 811 

71 BILINGUAL STIPEND/WRITTEN P Y N N 320 813 

72 BILINGUAL STIPEND/INTERMITTENT P Y N N 320 814 

73 MULTI SITE P N N N 620 XPS 

74 CONTACT TEACHER P N N N 320 960 

75 LEVEL I PARAPROFESSIONAL P Y N N 620 XPS 

76 LEVEL II PARAPROFESSIONAL P Y N N 620 XPS 

77 LEVEL III PARAPROFESSIONAL P Y N N 620 XPS 

78 HEALTH CLERK P Y N N 320 XPS 

79 BILINGUAL STIPEND/ORAL E Y N N 320 811 

80 NON-PERS DIFFERENTIAL P N N N 960 XPS 

81 TSA NONACNTABLE E N N N 960 960 

82 BACHELOR'S DEGREE P N N N 620 783 

83 
OUT OF CLASS (TEMPORARY UPGRADE 
PAY) 

E N N N 960 720 

84 NON-PERS STIPEND E Y N N 960 960 

85 NON-PERS DIFFERENTIAL E N N N 960 XPS 

86 NON-PERS DIFFERENTIAL P Y N N 960 XPS 

87 OTHER - STRS NON-CREDITABLE E N N N 960 XPS 

88 OTHER - STRS NON-CREDITABLE P N N N 960 960 

89 PROFESSIONAL GROWTH NON-PERS E N N N 620 960 

90 VACATION PAY E N N N 960 700 

91 HAZARD PAY E N N N 960 818 

96 UNIFORM ALLOWANCE VALUE (PERS) E N N Y 960 740 

97 UNIFORM ALLOWANCE PAY (PERS) P N N N 960 741 

98 UNIFORM ALLOWANCE VALUE (PERS) P N N Y 960 740 

99 OTHER P N N N 320 960 

103 NIGHT DIFFERENTIAL P N N N 960 801 

104 SUPERVISORY P N N N 320 761 

105 ISOLATION PAY P N N N 620 808 

112 SHORTHAND P N N N 320 760 

170 BILINGUAL STIPEND/ORAL P N N N 320 811 

171 BILINGUAL STIPEND/WRITTEN P N N N 320 813 

172 BILINGUAL STIPEND/INTERMITTENT P N N N 320 814 
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Payroll Adjustment Codes 

Payroll Adjustment Codes can be used for various items such as the payment of overtime, additional 

assignments, one time stipends, as well as retroactive payments.  Be sure to contact the DFS 

Retirement Unit when making any retroactive payments due to the PERS/STRS reporting requirements. 

Some Payroll Adjustment Codes can have customized descriptions assigned by districts to appear on an 

employee’s paycheck.  Contact DFS if your district has questions about how the use of certain Payroll 

Adjustment Codes will affect an employee’s pay and/or retirement reporting.  

Below is a subset of the Payroll Adjustment Code table, for more instructions on which code to use, 

please contact DFS.   

 

 

Adj. Code Adjustment Description (Default)

District 

Description 

Override

Multiplier

Current 

Period 

Earnings

Adj. to 

Salary

Retro 

Adj.

STRS 

Member 

Pay Rate 

Type

STRS Non-

Member 

Pay Rate 

Type

109 CONTRACT ADJ - LATE START/EARLY TERM/ADJ N 1.00 Y N N FTE FL

110 REGULAR HOURLY/DAILY N 1.00 Y N N FTE FL

111 - 119 REGULAR HOURLY/DAILY Y 1.00 Y N N FTE FL

120 - 121 SUMMER SCHOOL HOURLY/DAILY N 1.00 Y N N FTE FL

220 - 269 TIME BASED ADDITIONAL ASSIGNMENTS Y 1.00 N N N FTE FL

301 - 312 JAN - DEC PR ADJ N 1.00 N Y Y

320 - 369 OUTGROWTH ACTIVITIES AND LUMP SUM PAYMENTS Y 1.00 N N N A FL

400 NO SICK LEAVE - CURRENT PAYROLL N -1.00 N Y N

401 - 412 JAN - DEC PAY ADJ N -1.00 N Y N

413 WYR/FURLOUGH ADJ N -1.00 N Y N

420 - 469 OUTGROWTH ACTIVITIES AND LUMP SUM PAYMENTS Y 1.00 N N N A FL

501  - 513 501 RETRO INCREASE (PAY RATE) Y 1.00 N Y Y

50A - 50Z RETRO INCREASE (PAY RATE) Y 1.00 N Y Y

51A - 51Z 510 RETRO INCREASE (PAY RATE) Y 1.00 N Y Y

520 - 569 TIME BASED ADDITIONAL ASSIGNMENTS Y 1.00 N N N FTE FL

600 CUR MO ADJ ENTIRE MONTH RATE OF PAY NOT PAYABLE N -1.00 N Y N

620 - 669 BONUS/COMPENSATION FOR SPECIAL SKILLS/ALLOWANCE Y 1.00 N N N E FL

920 - 929 SPECIAL COMPENSATION - DBS ONLY Y 1.00 N N N E FL

955 VAC PAY OFF N 1.00 N N Y

960 - 969 NON-CREDITABLE COMPENSATION Y 1.00 N N Y

971 - 979 NON-CREDITABLE COMPENSATION Y 1.00 N N Y

997 WORKER'S COMP ADJSTMNT OFFSET N -1.00 N Y N

998 WORKER'S COMP ADJUSTMENT N 1.00 N Y N

A Annual pay rate for the position

D District defined annual salary for assignment

E Earnings

FL Funding line pay rate

FTE Annual pay rate for the funding line

M Median salary for district

STRS Pay Rate Types
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Salary Adjustment Worksheets are vital for correct reporting to CalSTRS; they are an essential piece of 

back-up documentation to have on file. These worksheets allow the STRS Unit to ensure that the correct 

earnings are recorded under the intended pay rates, so that the employee’s service credit generates 

appropriately. 

Reasons for these worksheets being completed include, but are not limited to, the following: 

 Late Start 

 Early Termination 

 Step/Column Change 

 Retroactive Salary Payment 

 Over- or underpayment 

In addition to these worksheets being required for retirement auditing, they are a useful tool for a 

district payroll department to determine the exact amount of earnings that may need to be docked or 

paid back to an employee. 

Prior Period Adjustment to Retirement Data forms should be completed and submitted to DFS. The 

information in this document will help the DFS STRS Retirement Unit assign earning adjustments to the 

correct reporting months. 

We request districts to submit Salary Adjustment Worksheets and Prior Period Adjustment to 

Retirement Data forms by the 5th business day following the pay date. 

 

 

 

Note: When a Salary Adjustment Worksheet or Prior Period Adjustment form is not completed, 

retirement records may be inaccurately reported to CalSTRS. Inaccurate reporting may result in audit 

findings and possible reduction of retirement benefits to the district’s employee. 

The following pages include nine sample Salary Adjustment Worksheets that were created for a variety 

of scenarios. The final page of this section also includes a blank Prior Period Adjustment form. 
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Salary Abatements and Retirement Reporting 

There are many reasons for processing salary abatements and procedures for completing a Salary 

Abatement Request can be located in the DFS- Payroll Manual. 

For the purposes of retirement reporting, a salary abatement must be applied to the appropriate service 

dates, the type of earnings, and the pay rate if necessary. 

Specifically, if a Salary Abatement Request is being completed due to an employee being placed on the 

wrong step/column, it is necessary for the STRS Unit to affect the employee’s pay rate when processing 

the abatement.  

In the case that a salary abatement is being completed due to an employee being on the wrong 

step/column, the district should complete a Salary Adjustment Worksheet and submit it to the STRS 

Unit. The worksheet will ensure that the corrected earnings are reported under the corrected pay rate. 

Using the worksheet to make this change will ensure that the employee’s service credit is accurately 

reflected with CalSTRS. 

Please refer to Section 705- Retirement Reporting Forms for an example on how to complete the 

worksheet for a step/column change. 
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Retroactive Pay Increases 

Before processing a retroactive pay increase, a meeting with District Fiscal Services is required. All staff 

involved in the processing of payroll increases should attend the meeting. 

DFS is conducting these meetings with district staff to mitigate the number of errors and manual 

corrections that are required before the payroll/retirement information can be transmitted to CalSTRS 

and CalPERS.  

The questions below will be e-mailed to you in advance of our meeting. Please review and answer the 

following questions prior to the meeting. 

1. Notify DFS- Payroll & Retirement staff of the retroactive period. 

a. Current fiscal year only, or prior fiscal year as well? 
b. Specifically, which payrolls are being affected? 
c. When do you plan to pay the retroactive increase? 
d. When are new salary schedules being rolled? (Note: Salary schedules cannot be updated 

in Galaxy prior to board approval.) 
 

2. Is the retroactive pay increase for the contracted monthly earnings only, or is the retroactive 
increase also affecting additional assignment pay, stipends, overtime, vacation payoffs, cash 
options, etc.? Which specific salary schedules are receiving the retroactive increase? 

a. Note:  If more than just contracted monthly earnings, multiple adjustment codes will be 
required for correct reporting. Retroactive pay increases on non-creditable earnings 
(overtime, vacation payoffs, cash option, etc.) should be paid with a non-creditable 
code. Also, retroactive increases on special compensation need a separate adjustment 
code. 
 

3. Is the increase being paid to employees with multiple positions and/or paid at different pay 
rates? 

a. Note:  If multiple positions with different pay rates are receiving a retro, multiple 
adjustment codes will be required for correct reporting- one for each pay rate. 
 

4. Are retirees receiving a retroactive pay increase? 
a. If yes, contributions will not be taken since their retirement plan is already either R1 or 

R2. Potential solutions are as follows: 
i. Earnings can run without taking contributions, and the district will be charged 

for employee and employer contributions. 
ii. The district can change the retirement plan to S1, or P1/P3, and then change it 

back to R1/R2 after the payment. 
 

5. Does the retroactive increase include earnings for employees prior to them becoming a STRS or 
PERS member? 

a. Note:  The pay increase for earnings prior to membership is not creditable. A non-
creditable code must be used. 
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6. Was there a change in pay frequencies? For example, changing from an A/B pay cycle to a 
monthly M frequency? 
 

7. Did the district change from employer paid to employer pick-up? 
 

8. Is the retroactive pay increase being issued on an active pay schedule from which employees 
have received earnings already? (Ex: Is the increase being paid in May, but the salary schedule 
increase rolled in April?) 
 

9. The Retroactive Reports from the Service Desk have been discontinued, so you will need to use 
the new Retroactive Reports from MicroStrategy. Have you received training? 

a. If so, will you be using the mass upload feature? 
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Additional Reminders 
 

 Adjustment Codes: 
o Use the appropriate adjustment code depending on what type of earnings are being 

paid. 
 For example, the retroactive pay for overtime earnings originally paid with 

payroll adjustment code 001 (overtime) should be reported with a non-
creditable code. 

o Use the appropriate time frame with each retroactive adjustment code. 
 For example 7/01/2014 – 1/31/2015 if the employee received earnings the 

entire length of time from July through January. 
 It is common to use one retroactive adjustment code for 10-month employees, 

one for 11-month employees and another for 12-month employees. 
 If the employee is receiving retroactive pay on an additional assignment that 

was only performed once, in October, then the dates on the retroactive 
adjustment codes for that specific assignment should be 10/01/14 – 10/31/14. 
 

 Payroll Reminders: 
o If any of your employees receiving the retroactive pay are deceased in the current 

calendar year or a prior calendar year, please contact DFS Payroll for information on 
how to process the payments to the beneficiary. 

o It is likely that many employees will submit new W-4’s in anticipation of a large payroll 
check. Keep in mind that the district has until the 1st payroll period 30 days after the 
next IRS status determination date (1/1, 5/1, 7/1, and 9/1) before the lack of input into 
Galaxy becomes an error. The IRS and EDD do not allow refund of taxes until the 
timeline stated for input of the new W-4 has expired. Treasury Reg. § 31.3402(f) (3)-
1(b). 

o New Salary Schedules should be in Galaxy and approved prior to “Time Sheet” date on 
the Payroll Calendar. 

o Retroactive pay paid separately from salary on a POD is viewed as supplemental wages 
and therefore the supplemental tax rate should be utilized. 

o Retroactive payments issued on PODs do not have direct deposit capability. 
o Retroactive payments paid on a POD should be reviewed for H&W employee 

contributions and voluntary deductions.  
o Retroactive payments are not exempt from established or new garnishments. 
o Retroactive payments will not have deferred pay calculated or deducted. 
o Abatements, Cancels, and Direct Deposit Reversals can be viewed in the Galaxy Screen, 

“View Employee Earnings Corrections”. Outstanding Abatements may be viewed in 
MicroStrategy with the report “Uncollected Salary Abatements”. Retro payments should 
not be given on cancels, direct deposit reversals or abatements, collected or 
uncollected. 

o All employee wages exceeding $15,000 cumulative Gross Wages in one calendar month 
are to have backup e-mailed to Suzanne Tanenbaum and Amal Qaqish in DFS to clarify 
the high-earnings. 
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Retirement Contribution Refunds 
 
Employee refunds of PERS and STRS contributions are processed via payroll through the use of negative 
voluntary deductions and are entered into Galaxy by the Retirement Units in District Fiscal Services. 
Refunds are the result of three different processes: 
 

 The monthly audit process of the retirement report 

 Excess contributions (DB vs DBS) 

 The return of service credit purchase deductions 
 

Employees in active status receive the refund with their payroll earnings, when payroll is processed. 
Refunds for employees in a 700 status are returned to the former/current employing district for 
processing. 
 
Negative voluntary deductions are given an effective ending date. Refunds that did not process before 
the effective end date are returned to the former/current employing district. 
 
The employer portion of the retirement contribution refunds are processed via financial transactions to 
the designated employer holding accounts. 
 
Please see page 801-3 for the Employee Contribution Refund Process. 
Please see page 801-8 for the Employer Contribution Refund Process. 
 
 
Monthly Audit Refunds 
 
Through the normal monthly audit process of the retirement records, DFS Retirement staff identifies the 
employees requiring a refund. These adjustments require monetary changes, which are recorded in 
each district’s Control Sheet. Following the completion of each retirement report audit, Control Sheets 
are submitted to the affected districts with the financial transaction for the STRS Fixed Charges. 
 
 
CalSTRS Return of Excess Contributions DB vs DBS- Process Started in October of 2015 
 
With the passage of the CalSTRS 2014 Full Funding Plan, enacted in AB 1469, contribution rates for the 
Defined Benefit (DB) Program are now greater than contribution rates for the Defined Benefit 
Supplement (DBS) Program. As a result, when contributions on compensation that is earned for service 
in excess of one school year (excess service credit) are transferred to the Defined Benefit Supplement 
Program, the contributions that exceed the required amount are deemed to be excess contributions and 
by law must be returned by CalSTRS.  
 
Excess contributions for both members and employers will be returned to the employer that remitted 
the contributions associated with the excess service credit. It is the responsibility of employers to return 
excess member contributions to employees. The negative voluntary deduction process was developed 
to assist districts with the refund process. Returned pre-tax contributions will be considered taxable 
income in the year employees receive them regardless of when the contributions were initially paid. 
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On a monthly basis CalSTRS remits excess contribution refunds for those members who refund, retire, 
receive a disability benefit or die. Excess contributions for active members are returned annually around 
October. Interest is not paid on excess contributions as CalSTRS has no legal requirement or authority to 
pay interest on the return of excess contributions. 

 
 

Service Credit Purchase Deduction Refunds 
 
Employees may purchase service credit or redeposit contributions for service they performed and 
subsequently requested a refund from CalSTRS. This is an agreement between the employee and 
CalSTRS. Once a service credit purchase is in effect, DFS receives a Payroll Deduction Notification 
requesting DFS to initiate payroll deductions as either pre- or post-tax. 
 
If the employee changes employers, the service credit or redeposit deduction may continue to be taken 
under the new employer, if agreed upon by the three parties (the employee, the former, and the new 
employing district). The form “Assignment and Assumption of Irrevocable Payroll Authorization 
Agreement” must be completed and signed by the three parties. 
 
If the terms of the agreement are not fulfilled because the employee retires or is no longer working, 
CalSTRS may refund all contributions previously made. The refund is made payable to the Riverside 
County Office of Education and DFS processes the refund according to how the deductions were taken 
(pre- or post-tax).  
 
Post-Tax Service Credit/Redeposit Deductions Refunds 
If the deductions were post-tax, DFS will issue a commercial claim for the full amount payable to the 
employee. The claim is forwarded to the Payroll Supervisor at the district. 
 
Pre-Tax Service Credit/Redeposit Deductions Refunds 
Pre-tax service credit refunds are done via the negative voluntary deduction process. 
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Employee Contribution Refund Process 
 

1. The Retirement Unit in DFS will work directly with the IT Department to mass upload the 

negative voluntary deductions (refunds) to Galaxy. 

 Employees in a 700 status are immediately identified after the negative voluntary 

deductions are processed.  

2.  A financial transaction will be processed to transfer the funds to the district for employees in a 

700 status. See sample of e-mail on page 801-8. 

3.  The negative voluntary deductions are uploaded to Galaxy once a month. 

 The negative voluntary deduction will automatically be transacted the next time the 

employee is paid in their normal pay frequency, A/B/M; no refunds will be processed on 

PODs. 

4. Negative voluntary deductions that were uploaded to Galaxy, but were not processed by the 

effective ending date assigned to the negative voluntary deduction code, will be refunded to the 

district. 

5. The employee’s retirement contributions were originally taken pre-tax. The refunds are now 

taxable wages and should be processed as such when the district issues the refunds to 

employees. 

6. Districts should issue claims through accounts payable by the December commercial warrant 

deadline for all employee contribution refunds that were returned to the district.  

7. Refunds for former employees are processed through commercial claims and must be coded as 

Tax Type 9. For the refund of retirement contributions to correctly reflect an increase in taxable 

wages for former employees (paid on a commercial warrant): 

 Set-up each employee as a vendor; include the employee’s social security number in the 

vendor’s profile. 

 Setting up the vendor as tax type 9 does not process the employee refund 

properly 

 Check the commercial claim as Tax Type 9. 

 Please note the mass claim upload process with vendor number “0” will not create the 

proper record to generate a W-2 entry. 

8. Refunds to a deceased employee’s beneficiary are also processed through commercial claims 

and must be coded as Tax Type 2. This tax type may generate a 1099 MISC to the beneficiary if 

the refund is above the $600 reporting limit for Box 3 (Other Income) in the calendar year that 

the commercial warrant was issued.  

 Set-up the beneficiary of record as a vendor. 

 Check the commercial claim as Tax Type 2. 

 

Please see next pages on how to properly issue tax type 9 claims and to verify if claims were issued 

properly.  
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Tax Type 9 Commercial Claim Issuance 

 

Districts often must process claims to reimburse former district employees for retirement contributions 

(such as the DB vs. DBS refunds). These are taxable earnings reportable in the employees’ W-2 form. 

Setting up the vendor as a tax type 9 does not properly process the employee’s reimbursement; the 

claim itself should be identified as tax type 9.  

 

Claims that have been entered and paid in can still be updated as tax type 9:  

1. Go to the Modify A/P Claim 1099/W2 Information screen and find the claim number in 

question.  

2. Click on the plus sign next to the claim number, under the claim number column. 

3. Click on the Add button - this opens up fields where the tax type and the claim amount can 

be added (tax type must be entered as 09). 

 

When processing new claims, make sure to check the “1099 Reportable” box:  

 
 

You will be prompted to choose the tax type at a later time. Should you have any questions, please feel 

free to call the Service Desk or Tracey Corso or Ana Lambert at (951) 826-6538. 

 

Employer Contribution Refund Process 

 

 

  

Deadline Reminders:  

 December XX, 2018: Last day to enter tax type 9 claims for earnings to be included in 

the employees’ 2018 W-2 form. 

 December XX - 31, 2018: Do not process any more tax type 9 claims for the calendar 

year. Any claims processed will generate a revised 2018 W-2 form. 

 January 1, 2019 and forward: all earnings paid with tax type 9 will be included in the 

employees’ 2019 W-2 form. 
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W2 Reportable Tax Type 9- MicroStrategy Report 

 

To verify if your district has issued accounts payable claims for the employee retirement contributions 

returned to your district, you may access the above report in MicroStrategy following the path below: 

 

 
Select the fiscal year in question and the following report should appear: 
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Negative Voluntary Deduction Codes for Employee Contribution Refunds: Monthly Audit Refunds 
 
Previously, the effective ending date on negative voluntary deductions related to the monthly audit 

were either May 31 or November 30. In an effort to refund employees in a more timely manner, the 

effective end dates have been changed as follows: 

 

 

 
Any negative voluntary deduction that did not process through payroll by the effective end date will be 
refunded to the employer. Employer must refund the contributions to the employee and code it as Tax 
Type 9 or 2. See page 801-3 for detailed instructions. 
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Negative Voluntary Deduction Codes for Employee Contribution Refunds: DB vs. DBS 
 
The negative voluntary deduction code 8981 “Refund-STRS DB vs DBS” is for the ongoing employee 
refunds for excess contributions from CalSTRS, which are processed throughout the year. The excess 
contributions for employees who refund, retire, or die are processed on a monthly basis. The excess 
contribution refunds for active members are processed in September and returned to the County Office 
in late September or October. 
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When Employee Contributions are Returned to the District 
 
Employee contribution refunds are transferred to the district when an employee is in termed status or 
does not receive payroll earnings during the active period of the negative voluntary deduction. The 
following notification is sent to the affected districts along with the attachments shown on page 801-7. 
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801- Retirement Contribution Refunds  CalSTRS Manual 

August 2018  Section 801-10 
 

Employer Contribution Refund Process 
 
Monthly Audit Refunds 
 
Employer contribution refunds due to the normal monthly audit of the retirement reports are refunded 
via the STRS/PERS fixed charges financial transactions done every month. See section 901 for a sample 
of these transactions. 
 
CalSTRS Return of Excess Contributions DB vs DBS Refunds: Independent Districts and Charters 
 
Refunds for independent districts and charters (agencies that do not use Galaxy) will be processed as 
follows: 
 

 Independent Districts- a JV will be processed to transfer employee and employer excess 
contributions to your district and an Excel file will be e-mailed with all pertinent information. 

 Independent Charters- commercial warrants will be processed to transfer employee and 
employer excess contributions to each charter and an Excel file will be e-mailed with all 
pertinent information. 

 
CalSTRS Return of Excess Contributions DB vs DBS Refunds: Galaxy Districts, Colleges and Charters 
 
Districts will receive the employer portion through the multi-district transfer process. DFS will access the 
report and download the information for our county as soon as it is available. Funds will be posted to:  
 
Districts/Santa Rosa Academy 01/03 XXX 0000 0 0000 0000 8699 
Charters Fund 62  62 XXX 0000 0 0000 0000 8699 
Community Colleges  11 XXX X000 0 0000 0000 8800 
 
The employer portion of the excess contribution refund is returned to the district once the refund check 
has been received by RCOE via financial transactions to the designated employer holding accounts. 
 
Note:  When there is a charge for an employee instead of a refund, RCOE will bill the employing district 
for the amount due. RCOE has no authority to collect funds from employees via payroll. The employer 
portion of the refunded contributions will be reduced by the amount due for the employee(s). 
 
Districts are notified via e-mail when financial transactions have been processed: 
 
“Excess contribution refunds have been processed by CalSTRS and the money has been received by RCOE. 
Attached is the financial transaction processed for the employer portion of the excess contributions and a 
file detailing the refund by employee.  
 
Please note your refund may have been reduced by charges for employees at your district. Please review 
the attached documents and contact Carolyn Yoakum if you have any questions.” 
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E-mail attachment 1: 
 

 
 
 

 

 

If CalSTRS is processing an 

employee charge instead of a 

refund, the charges will be listed 

in this column for each district 

affected.  

This financial transaction will only 

list the amount of the Excess 

Contribution Refund and only for 

the employer portion. 

 

District 

financial 

transaction 

form tabs 
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E-mail attachment 2: 
 
Although this document lists both employee and employer excess contributions, only the employer 
portion is being refunded at this point. Districts can pull this report from the CalSTRS Secure Employer 
Website as well. Please utilize the Reference Items on SEW to obtain the job aid which has step-by-step 
instructions. 
 

 
 
 
 

Excess Contribution Return Report
Report Source: 00033 - Riverside County Office of Education

Payment/Invoice Date: 08/03/2016 ; 08/03/2016

Claim Schedule # 1600188

Claim Schedule Date: 08/03/2016

Report Unit 

Number

EMP 

NUMBER

Member 

Client 

ID

Member 

Last 

Name

Member 

First 

Name

Excess 

Member 

Contributions

Excess 

Employer 

Contributions

Total 

Contributions

33099 1111111562270476 ROSARIO JOHN (76.51) (158.14) (234.65)        

33099 2222221549324035 SCHUTTE DONNA (167.46) (346.05) (513.51)        

33099 3333331526498306 BHATIA SHAILESH (299.00) (617.94) (916.94)        

33099 4444441546036259 QUIN CAROL (112.25) (231.85) (344.10)        

33099 5555551542106882 CONYERS LISA (75.42) (155.84) (231.26)        

33099 666661545781767 DEAN LESLIE (378.60) (782.47) (1,161.07)     

33099 777771520270113 GRIMES JUDI 16.66 34.44 51.10           

Total (1,092.58) (2,257.85) (3,350.43)

Employee Refunds Uploaded as Negative Vol. Deductions (1,109.24)

Employer Excess Contribution Refunds (2,241.19)

Total Excess Contributions for the district (3,350.43)     

Employee portion of the refund uploaded to Galaxy by DFS as 

negative voluntary deductions. Districts will receive the 

employee portion only for those employees in terminated 

status and for those who did not receive the refund via 

payroll because no payroll earnings were processed during 

the period the negative voluntary deduction was in effect. 

 

District portion of the refund. District’s refund may be 

reduced by any employee charges CalSTRS calculated for 

an employee.  
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STRS Fixed Charges 

 

Retirement records are generated from the payroll entries made by each district; adjustments may be 

necessary to correctly report retirement earnings to CalSTRS. Some adjustments may trigger changes in 

the total earnings and contributions reported to the CalSTRS system; these monetary corrections are 

recorded in the control sheets that are used to create the monthly STRS fixed charges. Fixed charges 

include the following: 

 Refunds for contributions taken:   

o On earnings considered non-creditable to CalSTRS. 

o For employees who are not STRS members. 

o At the incorrect contribution rate (2% at 60 vs. 2% at 62). 

 Refunds due to transfer of earnings between the PERS/STRS system. 

 Charges for contributions owed for: 

o Employees who are STRS members, but processed through payroll as non-members. 

o Contributions taken at the incorrect rate (2% at 60 vs. 2% at 62). 

 Charges for funds owed due to transfer of earnings between the PERS/STRS system. 

 Salary abatements- this column is for information purposes only. This signifies that an 

adjustment has been made to an employee’s retirement earnings due to an overpayment of 

earnings. 

After adjustments are made and the report has been submitted, the DFS STRS Unit will prepare the fixed 

charge financial transactions and e-mail it to the affected districts. A fixed charge district contact 

distribution list is used for notifications. To view, add, or remove contacts from the list, please contact 

the DFS Retirement Unit. 

Fixed charges are only distributed after financial transfers have been processed by the DFS Accounting 

Unit. An e-mail will be sent to the district notifying each affected district of the payroll cycle affected and 

the multi-district (MD) transfer number.  

Two spreadsheets are attached to each e-mail: 

 Summary of fixed charges countywide. 

o This only lists the amount that districts are being charged or refunded and does not 

contain detailed information.  

o The file will include tabs for each district’s financial transaction form.  

 Although all districts are listed, only those with amounts on the summary sheet 

will have completed financial transaction forms.  

 Control sheet specific to the district. 

o This sheet details the employee name, number, and amount being charged or refunded. 

o The explanation column details why the fixed charge was generated. 
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o Adjustments listed on the fixed charges may require further action by the district. Following 

is an example of the standard e-mail message that will be sent to the districts each time 

PERS/STRS fixed charges are transacted.  

Email Sample for Fixed Charges 
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Summary of Fixed Charges Sample 

The first five columns on the fixed charge summary sheet are for information only, and include details 

on salary abatements and transfers between the PERS and STRS systems. 

Districts should contact the DFS STRS Unit regarding questions on fixed charge transactions. 

 

 

 
 

 
 

 

 

  

Payroll cycle being adjusted 

District financial transaction form tabs 
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Control Sheet Sample 
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Penalties and Interest 
 
Penalties and interest (P&I) assessments went into effect July 1, 2012. The California Code of 
Regulations allows CalSTRS to assess penalties and interest to employers for late submission of the 
retirement report and late or insufficient employee and employer contributions to the Defined Benefit 
Program. 
 
Provisions were enacted to create incentives for employers to report timely and accurately, and to 
mitigate any losses suffered by the CalSTRS system resulting from an employer’s failure to properly 
report earnings and contributions. 
 
Retirement reports submitted to CalSTRS by the County Office are analyzed for P&I charges and invoices 
are generated if applicable. The STRS Retirement Unit downloads the invoices and issues payment on 
behalf of the reporting districts. P&I assessments are billed to each district via financial transactions 
charging each district’s holding accounts. Per the California Department of Education, any type of 
settlement or penalty should be charged to the 7100 function. In addition, a settlement or penalty is not 
allowed to be charged to a restricted program unless specifically permitted. 
 
Districts may dispute P&I charges by creating draft disputes via the Contribution Account Portal in SEW. 
Draft disputes are reviewed by the STRS Retirement Unit in DFS and submitted to CalSTRS for approval. 
Disputes must be submitted within 90 days from the day of the P&I invoice. 
 
There are four different penalty types: 
 

 Type 1:  Late Report. 

 Type 2:  Late Adjustment. 

 Type 3:  Late Fiscal Year Contributions. 

 Type 4:  Late Contributions. 
 
Penalty Type 1- Late Report 
 
Contributions reported for the first time for an employee for a specific period of time where there was 
no previous reported line for that employee for any day in that specific period of time. 
 

 Late if received on the 44th day after 5 p.m. 

 Penalty is 7.5% of employer and employee contributions compounded daily. 

 Penalties can only be calculated starting July 1, 2012. 

 No penalty for late reports that neither increases nor decreases the employee or 
employer contributions. 

 Penalty exemptions for worker’s compensation and federal and state law: 
o No data elements for system exclusion making it necessary for employer to 

dispute penalties assessed for reporting earnings related to worker’s 
compensation. 
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The P1 penalty is calculated as follows: 
 

(′𝐸𝐸+′𝐸𝑅 𝑐𝑛𝑡𝑟𝑏. 𝑡𝑜𝑡𝑎𝑙) ∗ (1 +
𝑖𝑛𝑡𝑒𝑟𝑒𝑠𝑡 𝑟𝑎𝑡𝑒

360
)

𝐷𝑎𝑦𝑠 𝐿𝑎𝑡𝑒

− (′𝐸𝐸+′𝐸𝑅 𝑐𝑛𝑡𝑟𝑏. 𝑡𝑜𝑡𝑎𝑙) = 𝑃𝑒𝑛𝑎𝑙𝑡𝑦 𝐴𝑚𝑜𝑢𝑛𝑡 

 

 Days Late is the count from the report due date to the report received date. 

 Interest rate is currently 7.00%. 

 CalSTRS uses the federal calendar which always has a base of 360 days. Penalties will be split by 
days in each month per the federal calendar. 

 
Exemptions for Part-Time and Substitute Extra Days  
 
Usually reported with assignment codes 54, 55, and 58. Conditions to be met: 
 

1. Date the substitute or part-time position is paid matches the pay date on a published salary 
schedule for that position; and 

2. The pay date is no more than 31 calendar days following the last day of the month in which 
the compensation being reported was earned; and  

3. The applicable portions of the report are received no later than 44 calendar days following 
the pay date.  

 
System will assume all criteria are met and will penalize based on the 31 days from the service period 
end date. 
 
How does the part-time service exclusion work for penalties and interest? 
 
CalSTRS made changes to the draft regulations in response to feedback from many employers. The 
provision for part-time service that was added to the draft regulations for both the reporting and the 
contribution remittances allows for the published pay date to be used in determining the due dates for 
both remittances and reporting. This is in contrast to full-time service where the due dates are derived 
from the service period end date (which may or may not be the actual published pay date).  
 
Therefore, for service determined to be part-time, including substitutes, the Defined Benefit reporting 
will be due 44 calendar days from the published pay date (for non-adjustments), the DB reporting for 
adjustments to contributions will be due 60 days from notification or discovery, and the Defined Benefit 
remittances for that reporting will be due 5 and 15 business days from the published pay date.  
 
Example: 

 
Note:  The service period end date is different. However, the report due date is the same. 
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Penalty Type 2- Late Adjustment 
 
Contributions reported by a district, for an employee that overlaps prior service for that employee and 
district by at least one day.  
 

 Late if received on the 60th calendar day after 5 p.m. following discovery by the employer or 
notification by the system. 

o Discovery by the employer is end of the pay period. 
o Notification by the system: 

 Form 756 delivered to the employer by mail or e-mail. 
 Audit report delivered to the employer by mail or e-mail. 

 Calculation based on cumulative value on the sum of the absolute value of the change in 
employer and employee contributions for each employee. 

 Penalty is 7.50% of employer and employee contributions compounded daily. 

 Adjustments with earnings dated July 1, 2012, or later may be assessed. 

 No penalty for a late adjustment that neither increases nor decreases the employer or employee 
contributions. 

 Penalty exemptions for workers’ compensation and federal and state law: 
o No data elements for system exclusion making it necessary for employer to dispute 

penalties assessed for reporting earnings related to workers’ compensation. 
 
The P2 penalty is calculated as follows: 
 

(′𝐸𝐸+′𝐸𝑅 𝑐𝑛𝑡𝑟𝑏. 𝑡𝑜𝑡𝑎𝑙) ∗ (1 +
𝑖𝑛𝑡𝑒𝑟𝑒𝑠𝑡 𝑟𝑎𝑡𝑒

360
)

𝐷𝑎𝑦𝑠 𝐿𝑎𝑡𝑒

− (′𝐸𝐸+′𝐸𝑅 𝑐𝑛𝑡𝑟𝑏. 𝑡𝑜𝑡𝑎𝑙) = 𝑃𝑒𝑛𝑎𝑙𝑡𝑦 𝐴𝑚𝑜𝑢𝑛𝑡 

 

 Days Late = Day count from report due date to report received date. 

 Note:  The report due date is considered 60 days from the date of discovery or notification. 
o Discovery examples:  an updated contract or submission of a transcript that impacts 

compensation. 

 Notification date is the date the County Office receives a priority case from CalSTRS (Form 756) 
requesting adjustments to an employee's STRS account. The County Office may contact the 
district for more information (if there no notification date, the due date is 60 days from the 
receipt of the form). 

 
Exemptions for Retroactive Adjustments  
 
Conditions to be met:   

1. Adjustments are made for all members of a class of employees. 
2. The adjustments are made pursuant to a written employment agreement with an employer 

or with an exclusive representative entered into by an employer. 
3. The adjustments become effective contemporaneously with the effective date of the 

written agreement or the effective date of the provision in the agreement providing for 
future increases in compensation. 

4. The adjustments are reported to the system within 90 days of the effective date of the 
written employment agreement or the effective date of the provision in the agreement 
providing for future increases in compensation.  

 

Hint:  Include in your MOU when 

the retroactive salary increase 

will be processed through 

payroll. This may extend the 90 

days penalty-free window. 
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Penalty Type 3- Late Fiscal Year Contributions 
 
Contributions for a prior fiscal year period remitted on or after March 1 of subsequent fiscal year are 
eligible for type 3 penalties. 
 

 FY 2015/16 contributions reported March 1, 2017, or later are assessed type 3 penalties. 

 Assessment based on 5% of creditable compensation.  

 Adjustments with earnings dated July 1, 2012, or later may be assessed. 

  
Penalty 3 was created because CalSTRS does not receive any matching funds from the state if the 
creditable earnings were not reported by March 1. The P3 penalty is calculated as follows: 
 

𝑃𝑒𝑟𝑖𝑜𝑑 𝐸𝑎𝑟𝑛𝑖𝑛𝑔𝑠 ∗ 5% = 𝑃𝑒𝑛𝑎𝑙𝑡𝑦 𝐴𝑚𝑜𝑢𝑛𝑡 

 
 
Penalty Type 4- Late Contributions 
 
Late receipt of payments of contributions. 
 

 Penalty based on receiving 95% of contributions due by 3:00 p.m. on the 5th business day. 
o Contributions received after 3:00 p.m. are posted on the next business day. 
o Need timely submission of checks/warrants from independent entities in order to 

deposit on time to our local bank. 

 Remaining balance due by 3:00 p.m. on the 15th business day. 

 Penalty is 7.50% of employer and employee contributions compounded daily.  

 Earning periods dated July 1, 2012, or later may be assessed.  

 Penalty exemptions for workers’ compensation and federal and state law: 
o No data elements for system exclusion making it necessary for employer to dispute 

penalties assessed for reporting earnings related to workers’ compensation. 

 Penalty exemptions for late contributions if related to a retroactive salary increase. 

 Part-time or substitute extra days.  
 
The P4 penalty is made up of two parts – Penalty 4(a) and Penalty 4(b). They are calculated as follows: 
 

(′𝐸𝐸+′𝐸𝑅 𝑐𝑛𝑡𝑟𝑏. 𝑡𝑜𝑡𝑎𝑙) ∗ (1 +
𝑖𝑛𝑡𝑒𝑟𝑒𝑠𝑡 𝑟𝑎𝑡𝑒

360
)

𝐷𝑎𝑦𝑠 𝐿𝑎𝑡𝑒

− (′𝐸𝐸+′𝐸𝑅 𝑐𝑛𝑡𝑟𝑏. 𝑡𝑜𝑡𝑎𝑙) = 𝑃4(𝑎) 

 

(𝑃4(𝑎)) ∗ (1 +
𝑖𝑛𝑡𝑒𝑟𝑒𝑠𝑡 𝑟𝑎𝑡𝑒

360
)

𝐷𝑎𝑦𝑠 𝐿𝑎𝑡𝑒

− (𝑃4(𝑎)) = 𝑃4(𝑏) 
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Invoicing for Penalties and Interest Charges 
 
Charges for P&I are invoiced to the County Office every time a retirement report is submitted to 
CalSTRS. Charges are summarized by penalty type and posted in PDF format. DFS downloads the invoice 
in Excel format to separate P&I charges by district and create the P&I charges financial transactions. The 
financial transactions are e-mailed to all affected districts and includes needed information for each 
district to retrieve the P&I invoice detail from the SEW website, for their specific district charges. 
 
Districts have 90 days from the day of the invoice to dispute any charges; however, the County Office 
must pay the invoice in full to prevent any additional interest charges.  

 
Invoice sample for a supplemental file transmitted to CalSTRS 

 

 
 

 

Invoices are 
remitted to the 
County Office.  

The County 
Office pays the 

invoices on 
behalf of all 

agencies. 

For agencies 
using Galaxy, the 
holding program 

accounts are 
billed. 

 For independent 
agencies, RCOE 

bills each agency. 

 

Supplemental files are used to report RCOE’s B payroll and independent districts; each one is submitted 
in a separate file so penalties are assessed properly by CalSTRS.  Independent charters are combined 
whenever possible by month since CalSTRS only allows 99 supplemental files submitted by fiscal year.  
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Invoice sample for a Regular file transmitted to CalSTRS 
 

 
 
CalSTRS notifies RCOE via e-mail when invoices are generated. DFS staff downloads the invoice in PDF 
and Excel format to separate the charges by district. 
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Sample of Pivot table created to separate charges by district 
 

 
  

This is used to create 

the P&I financial 

transactions to charge 

the district’s holding 

program accounts 
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Sample of financial transaction cover sheet for P&I charges 
 

 
 
 
  District financial 

transaction form 

tabs 

DFS e-mails the 

financial transactions 

to the affected districts 

providing the MD#. 

Districts must log in to 

SEW and access the 

Contribution Account 

Portal to download the 

adjustments that 

generated the penalty 

for the district. 
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Sample of financial transaction 
 

 
 
 
 

The financial transactions include the file identifier (STM#) 

which is needed to download the P&I detail information 

from the Contribution Account Portal. 

It also notifies districts when the 90 day dispute window 

expires. Any disputes created after the 90 day window will 

be denied by CalSTRS.  
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Navigating the Contribution Account Portal for Penalties and Interest Charges 

The STRS Retirement Unit in DFS will provide each district the financial transactions listing only the P&I 

charges assessed for their districts.  

To see the detail of penalties assessed by employee, districts should log in to the Secured Employer 

Website (SEW) and utilize the Reference Items to review the job aide titled Contribution Account Portal 

(CAP). This job aide is a video the Contribution Account Portal that goes through the process of 

extracting detailed information. See below for location: 
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Districts are responsible for initiating the dispute process. In some instances, the County Office will 

initiate the process and notify districts that a dispute will be submitted on the district’s behalf. 

 

Districts initiate the dispute process by creating a draft dispute. The STRS Unit in DFS reviews the dispute 

and creates the dispute case or rejects the draft dispute. Once a dispute case has been created, CalSTRS 

reviews the information and will either approve or deny the dispute.  

 

Once a draft dispute has been created, please e-mail the STRS retirement supervisor detailing why the 

dispute was created and any documents to support the dispute. 

 

Instruction for Creating a Draft Dispute 

 

1. Log in to the Secured Employer Website and click on Contribution Account Portal. 

 
 

2. Click on Penalty Assessment & Dispute Mgmt. 

 
 

3. Select the Media ID to dispute (STM file number). 

 
The STM file number is included in the P&I financial transactions e-mailed to each district. The 

fiscal year and the report period will display as either a supplemental file number or a report 

month (i.e. 06/2017). The Report Unit should be prefilled with your district number. 
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4. Click “Continue to PADM” (Penalty Assessment and Dispute Management). 

 
 

5. Displays as follows: 

 
  

6. On View field (circled above) click on arrow down and click “Dispute View”. 
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7. Select line(s) to dispute by clicking on the gray square in front of the line. To select multiple 

lines, hold Ctrl or Shift key and click on additional lines. All lines selected will display in orange. 

8. Click on “Dispute Reason” box. 

- A secondary box will appear: 

 
 

 
 

 

- Click on it and select reason for dispute. A dispute reason must be selected for each line 

being disputed. 
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9. Accept the lines being disputed. Click on “Accept” box. 

 

 

- A secondary box will appear 

 

- Accept or reject the line being disputed. Each line being disputed must be accepted. 

 

10. Click “Create Draft”. 
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11. A draft case ID will display. It will also have yellow indicator which means a draft case has been 

created. 

 
 

The initiating district and DFS should receive an email from CalSTRS stating a draft case has been 

created. 

 

Districts should e-mail the STRS supervisor detailing why the dispute was created and any 

documents to support the dispute. 
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Instructions for the DFS STRS Unit Approving a Draft Case 

 

1. Select Contribution Account Portal. 

 

 
 

2. Select Penalty Assessment & Dispute Mgmt. 

 
 

3. Select file to dispute (Media ID) and Report Unit. 

 
 

4. Filter further if desired- for example, if you have the employee social security number or the 

Draft ID number.  

 

5. Click “Continue to PADM”. 

 
 

6. Displays as follows: 
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On View, arrow down and click “Dispute View”. 

 
 

7. Filter by Draft Case ID. 

 
 

- Notice Dispute Indicator: It should be a yellow triangle indicating status as draft dispute. 

- When approved by RCOE, the yellow triangle will change to a green square. 

 
 

8. Select dispute lines to be approved by clicking the box (as shown below) for each of the lines 

being disputed. The lines should now display in orange: 

 
 

9. Click Create Case. 
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10. A pop-up box will appear: 

 

- Verify the dispute amount is the full amount you intend to dispute. 

- Type comments. 

- Click Send (Case ID# will be assigned). 

- Click Close. 

 

11. The dispute indicator should now be green and the Case ID will be provided. 
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Attaching a Document to the Dispute 

12. To attach a document to a dispute, first sort by Case ID and select the desired line(s) by clicking 

the box shown below for each of the lines being disputed. Lines should display in orange now: 

 

13. Click “Attach Doc”: 

 
 

14. Click browse to select your file: 

 

15. Click upload. 

 

16. Insert comments. 
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17. Click Send. 

 

18. At this time, an automatic e-mail from CalSTRS will be generated notifying the relevant SEW 

users that a new dispute case was created. 

- Note:  If automatic e-mail is not received, contact CalSTRS rep to inquire about dispute. 

 

19. Print the e-mail write and write down: 

- The report number the dispute was for (03S17 or 4R17). 

- The district the dispute is for. 

- The employee name and number. 

- The amount of dispute. 

 

20. Attach all documentation received supporting the reason for dispute and file in the P&I dispute 

binder. 

 

21. Follow up on dispute status after a month if there has not been any communication from 

CalSTRS regarding the dispute. 

 

22. Once funds have been received and deposited, refund the district by reversing the financial 

transaction originally used to charge the district for the P&I (only for the amount of the refund 

received by CalSTRS). 

 

23. E-mail financial transaction (including MD#) to district notifying that the P&I dispute was 

accepted and the funds being refunded to the district. 

 

24. Print e-mail, attach to documents in the P&I dispute binder and move to the back of the binder. 
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Employer Information Circulars 

Below is a list of Employer Information Circulars published by CalSTRS. This is being provided as a 

reference tool only to assist employers in their research. The circulars can be downloaded in their 

entirety from the CalSTRS website at www.calstrs.com/Employers.  

Employer Information Circulars 

Employer 
Information 

Circular 

Volume and 
Issue Number 

Date Issued Subject 

EIC18-4 Vol. 34 Issue 4 06/25/18 
Creditable Compensation Limit for DB CalSTRS 2% at 62 
Members. 

EIC18-3 Vol. 34 Issue 3 05/09/18 
Reporting and Payment of Member and Employer 
Contributions Supersedes 2011 EIC Vol 27 Issue 5. 

EIC18-2 Vol. 34 Issue 2 03/29/18 
Expected 1 Percent Increase in the CalSTRS 2% at 62 
Member Contribution Rate. 

EIC18-1 Vol. 34 Issue 1 03/12/18 Pension plan limits for tax year 2018. 

EIC17-4 Vol. 33 Issue 4 04/19/17 Creditable compensation limits for PEPRA FY 2017-18. 

EIC17-2 Vol. 33 Issue 2 02/22/17 Pension plan limits for tax year 2017. 

EIC17-1 Vol. 33 Issue 1 01/17/17 

Potential changes to 2% at 62 contribution rates. Rates may 
increase effective July 1, 2017, depending on the decisions 
the CalSTRS board makes with respect to the actuarial 
assumptions. 

EIC16-4 Vol. 32 Issue 4 05/11/16 
FY 2016-17 creditable compensation limits for 2% at 62 
members. 

EIC16-3 Vol. 32 Issue 3 02/24/16 

Exemption from separation from service requirement 
imposed immediately after retirement for critically needed 
positions. Addresses current teacher shortages and the 
exemption process. 

EIC16-2 Vol. 32 Issue 2 02/09/16 CalPERS/CalSTRS Decision Tree discontinued. 

EIC16-1 Vol. 32 Issue 1 02/09/16 Pension plan limits for tax year 2016 - IRS and PEPRA limits. 

EIC15-3 Vol. 31 Issue 3 07/22/15 
Common audit findings. Provides guidance on how to avoid 
these findings in the future. 

EIC15-2 Vol. 31 Issue 2 04/17/15 
FY 2015-16 Creditable compensation limits for 2% at 62 
members. 

EIC15-1 Vol. 31 Issue 1 06/30/15 Pension plan limits for tax year 2015- IRS and PEPRA limits. 
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Below are some of the forms most commonly used by employees and districts. This chart is intended to 

notify districts of the latest versions available for each form, what signatures are required and where to 

mail the forms.  

 

District Employee
County 

Office

DS0260 Application for Disability Benefits 07/2017 X N/A STRS NO

ES 1161
Reduced Workload Program Eligibility 

Certification
01/2018 X

District authorized 

person

County 

Office
Original

ES0350
Permissive Election & Acknowledgement of 

Receipt
02/2017 X X

District Supt or 

authorized deputy

County 

Office
Original

ES0372 Retirement System Election 02/2017 X X X
District Official & County 

Supt sign

County 

Office
Original

ES664 Uniform Service Reemployment Notification 02/2017 X X
District authorized 

person
STRS YES

ES-732
Employer Certification of Independent 

Contractor Status
08/2009 X District representative STRS NO

MS 0287
Redeposit or Purchase of Permissive Service 

Credit
01/2017 X N/A STRS NO

MS0002 One-Time Death Benefit Recipient 01/2018 X N/A STRS NO

OSSC 304
Out-of-State or Foreign School Service Credit 

Certification
01/2017 X

Employer representative 

(Former employer)
STRS NO

RF 1360 Refund Application 01/2018 X X County Supt certification
County 

Office
Original

SC 1553 Verification for Employer-Approved Leaves 07/2010 X District representative STRS NO

SR 0164 Request for Post Retirement Limit Exemption 11/2014 X
District Supt or 

authorized deputy
STRS YES

SR 0554E Express Benefit Report 01/2018 X X
District Supt or 

authorized deputy
Emp/STRS NO

SR 0559
Employment Termination or Sick Leave Data 

Correction
07/2015 X

District Supt or 

authorized deputy
STRS NO

SSA-1945
Statement Concerning Your Employment Not 

Covered by SS
01/2013 X X N/A STRS NO

AS-0786 Address Change Request 02/2017 X N/A STRS NO

STRS Form Name
Form 

Number

To Be Completed By: Copy to 

County 

Office?

Approval/Certification
Mail/Jet 

To:
Updated

Note: It is strongly suggested that the district keeps a copy of all forms completed by the district or requiring district signature 
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Employer 
Information 

Circular 

Volume and 
Issue Number 

Date Issued Subject 

EIC14-5 Vol. 30 Issue 5 12/10/14 

Creditable compensation regulations effective January 1, 
2015 for 2% at 60 members only. Addresses outgrowth 
activities, remuneration in addition to salary, non-creditable 
compensation and other items. 

EIC14-4 Vol. 30 Issue 4 09/03/14 New partners for Pension 403(b) and 457(b) programs. 

EIC14-3 Vol. 30 Issue 3 04/16/14 
FY 2014-15 creditable compensation limits for 2% at 62 
members. 

EIC14-1 Vol. 30 Issue 1 02/04/14 Pension plan limits for tax year 2014 - IRS and PEPRA limits. 

EIC13-3 Vol. 29 Issue 3 11/25/13 

Right of retirement system election when changing 
positions. Addresses the 180 day grace period granted to 
correct the error for erroneous contributions to the CalSTRS 
system for positions deemed classified. 

EIC13-2 Vol. 29 Issue 2 10/30/13 
For community colleges - reporting faculty and adult 
education instructors. Must report with assignment code 
58. 

EIC13-1 Vol. 29 Issue 1 12/10/14 Pension plan limits for tax year 2013 - IRS and PEPRA limits. 

EIC12-1 Vol. 28 Issue 1 08/30/12 
Positions not eligible for creditable service - superseded. 
See ED 2016-04. 

EIC11-8 Vol. 27 Issue 8 12/19/11 

Compensation Review Unit created. Also reminds employers 
that any retirement incentive paid prior to retirement must 
be reported to the Defined Benefit Supplement (DBS) 
account. 

EIC11-7 Vol. 27 Issue 7 12/28/11 Pension plan limits for tax year 2012 - IRS limits. 

EIC11-6  Vol. 27 Issue 6 12/28/11 
Medicare premium payment program retirement deadline 
June 30, 2012. 

EIC11-5 Vol. 27 Issue 5 10/31/11 

Reporting member and employer contributions.  Can be 
contractually earned and payment for performing creditable 
service can be made, even when the service is not 
performed in the month (only allowed for 2% at 60 
members). 

EIC11-4 Vol. 27 Issue 4 09/20/11 Pension plan limits for tax year 2011 - IRS limits. 

EIC11-3 Vol. 27 Issue 3 08/01/11 

Changes to Education Code 22713 related to the 
termination of the Reduced Workload Program Agreement 
(RWP). A member may not terminate agreement unless 
employee terminates service, retires from service, or 
returns to full-employment. 

EIC11-2 Vol. 27 Issue 2 05/23/11 

Employers must furnish information to CalSTRS when 
requested as authorized by Education Code Section 22455S. 
Documentation may be needed to substantiate pay 
increases and payments of special compensation.  

EIC11-1 Vol. 27 Issue 1 05/10/11 Update of CalSTRS 403(b) compliance program. 
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Employer 
Information 

Circular 

Volume and 
Issue Number 

Date Issued Subject 

EIC09-8 Vol. 25 Issue 8 05/17/09 
For community colleges - reporting classification codes and 
base hours for par-time or adult education assignments. 

EIC09-5 Vol. 25 Issue 5 04/14/09 
For community colleges - reporting parity pay for part-time 
instructors. 

EIC09-3 Vol. 25 Issue 3 05/27/09 
Effects of reduction of funds to schools. How furloughs 
affect pay rates and service credit for employees. 

EIC09-12 Vol. 25 Issue 12 09/02/09 

For community colleges - earnings for part-time faculty 
must be reported with annual pay rates. Part-time must 
report with code 58 but substitute instructors in community 
colleges should be reported with code 54. 

EIC09-10 Vol. 25 Issue 10 07/21/09 
Reduced Workload Program (RWP) - Employee and 
employer qualifications and requirements to participate in 
the program. 

EIC08-7 Vol. 24 Issue 7 11/17/08 

Reporting of elected officials - Education Code 22711 allows 
members to accrue service credit for time served as an 
elected officer of an employee organization while on 
compensated leave of absence (must meet 4 criteria). 

EIC08-5 Vol. 24 Issue 5 04/30/08 Effects of reduction of funds to schools.   

EIC08-11 Vol. 24 Issue 11 11/10/08 

For community colleges - effective January 1, 2009, 
threshold for temporary employees change to 67 percent. 
Previous threshold to be classified as temporary employee 
was 60 percent. If above threshold, employee mandatorily 
qualifies for CalSTRS membership. 

EIC07-8 Vol. 23 Issue 8 07/31/07 

Remuneration paid for the principal purpose of enhancing a 
member's benefit (spiking) - creditable to the DBS program 
only. Consequences to the employee and employer for 
erroneous reporting. 

EIC07-4 Vol.23 Issue 4 04/04/07 

Reminds employers that Education Code requires employers 
to submit the correct contribution amount due for 
employee and employer contributions even if member is no 
longer employed. Also, refunds shall be made to the 
member within 60 days after employer receives notification. 

EIC07-13 Vol. 23 Issue 14 10/23/07 

Exchange and sojourn teacher’s exclusion from 
membership. Only reportable if teacher continues working 
beyond the terms of the exchange or sojourn formal 
program. 

EIC06-2 Vol.22 Issue 2 01/20/06 
RWP fulfillment of contract and service credit. Changes to 
Education Code Section 22713. Superseded by EIC11-03. 
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Employer 
Information 

Circular 

Volume and 
Issue Number 

Date Issued Subject 

EIC06-10 Vol.22 Issue 10 12/18/06 

Variances accumulated through the 2005-06 fiscal were 
closed and billings were issued to the county offices.  
Previously, variances were carried forward to the next fiscal 
year; effective July 1, 2007, variances were tracked by fiscal 
year and invoiced or refunded at the end of the fiscal year 
(NOTE: with the implementation of P&I charges, variances 
are billed and refunded on a monthly basis). 

EIC04-6 Vol.20 Issue 6 12/15/04 

Social Security Form SSA-1945 "Statement Concerning Your 
Employment in a Job Not Covered by Social Security). 
Informs employers of requirement to provide the statement 
to the employee prior to the start of employment (NOTE: 
form has been revised since; please use most current form). 
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Employer Administrative Directives 

Below is a list of Employer Administrative Directives published by CalSTRS. This is being provided as a 

reference tool only to assist employers in their research. The directives can be downloaded in their 

entirety from the CalSTRS website at www.calstrs.com/Employers.  

Employer 
Directive  

Employer 
Directive 
Number 

Date Issued Subject 

ED18-02 2018-02 05/24/18 
Interest and Contribution Rates and Present Value Factor FY 2018-
19. 

ED18-01 2018-01 03/19/18 
Postretirement Earnings Limit for 17-18, 18-19 and Calendar Year 
2018 

ED17-07 2017-07 01/03/18 Reduced Workload Program - Supersedes EIC Vol 26 Issue 3 

ED17-06 2017-06 01/03/18 
Reporting Sick Leave as Provided by the Healthy Workplaces, 
Healthy Families Act of 2014. 

ED17-05 2017-05 10/16/17 
October 1, 2017 Amendments to the Creditable Compensation 
Regulations 

ED17-04 2017-04 05/12/17 
Interest and Contribution Rates for Present Value Factor for FY 17-
18. 

ED17-01 2017-01 01/17/17 

SB 1352 in effect January 1, 2017. Changes to ES 350 and ES 372 
forms. In addition, defines school term, final compensation, 
reduction of school funds, crediting contributions to the DBS 
program and other items. 

ED16-07 2016-07 04/29/16 

Interest and contribution rates and present value factor for FY 16-
17. Contribution rates for member and employer for the DB and 
DBS programs, RWP, elected officials contribution rates and present 
value factor for unused excess sick leave service credit. 

ED16-06 2016-06 04/13/16 
Retirement incentive programs (golden handshakes). Requirements 
that must be met and documents that must be submitted. Specific 
time frames must be met. 

ED16-05 2016-05 04/13/16 
Employer direct reporting - requirements that must be met if a 
school district or community college wishes to report directly to 
CalSTRS, instead of reporting through the county office. 

ED16-04 2016-04 02/25/16 

Reorganization and clarification of definition of creditable service, 
Education Code sections 22119.5 and 26113. Addresses that work 
performed by human resource positions could be creditable to the 
CalSTRS system which differed from prior guidance provided in 
EIC12-1. 
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Employer 
Directive  

Employer 
Directive 
Number 

Date Issued Subject 

ED16-03 2016-03 02/09/16 

Post retirement earnings limit and legislative changes for the 2015-
16, 2016-17 fiscal and 2016 calendar year. Addresses post 
retirement earnings limits, requirements for requesting an 
exemption to the annual post retirement earnings limit and the 
exemption from separation from service (180 day separation 
requirement), restrictions on hiring STRS retirees in classified 
positions. 

ED16-02 2016-02 01/29/16 

AB 991 - Changes in the Teachers' Retirement Law. Addresses 
multiple subjects: leave of absence to be creditable must be 
compensated leave of absence, membership into STRS through the 
permissive election process is irrevocable once the election has 
been made (can only be undone by terminating employment in 
California and refunding contributions), and service credit for 
elected officers of employee organizations is limited to 12 years. 

ED16-01 2016-01 01/11/16 

Grandfathering Misreported Service. Effective January 1, 2016. In 
this circular, CalSTRS states that any service performed for activities 
deemed not creditable, would be grandfathered as creditable 
service as long as the activities were performed for an employer on 
or before December 31, 2015 and were reported to CalSTRS as 
creditable service. This would be in effect until the employee 
becomes employed by the same or different employer in a different 
position on or after January 1, 2016. Future employees assigned this 
non-creditable positions must be reported to the appropriate 
system. 

ED15-03 2015-03 01/17/15 

Creditable compensation changes for CalSTRS 2% at 60 members 
effective January 1, 2015. Employers must refer to the applicable 
provisions in place to determine proper reporting. Creditable 
service classified differently before the creditable compensation 
regulations went into effect. 

ED15-02 2015-02 04/17/15 

Interest and contribution rates and present value factor for FY 15-
16. Contribution rates for member and employer for the DB and 
DBS programs, RWP, elected officials contribution rates and present 
value factor for unused excess sick leave service credit. 

ED15-01 2015-01 03/03/15 

Post retirement earnings limit and legislative changes for the 2014-
15, 2015-16 fiscal and 2015 calendar year. Addresses post 
retirement earnings limits, requirements for requesting an 
exemption to the annual post retirement earnings limit and the 
exemption from separation from service (180 day separation 
requirement), restrictions on hiring STRS retirees in classified 
positions. 
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Employer 
Directive  

Employer 
Directive 
Number 

Date Issued Subject 

ED14-08 2014-08 12/22/14 

SB 1220 - Changes to the Teachers' Retirement Law. Addresses 
outgrowth activities. Education Code 22115(e) states that the 
compensation earnable for service not performed on a full-time 
basis should be determined at the lowest pay rate for other 
creditable service activities performed by the member for the same 
employer during the same school year. Outgrowth activities no 
longer to be reported as special compensation effective January 1, 
2015. Discontinues employer paid contributions for non-bargained 
employees. 

ED14-07 2014-07 08/26/14 

Employer responsibilities regarding felony forfeiture law. Felony 
convictions after January 1, 2013 forfeits rights and benefits earned 
or accrued as of the date the felony was committed. Addresses 
employee and employer notification responsibilities. 

ED14-06 2014-06 06/30/14 

Interest and contribution rates and present value factor for FY 14-
15. Contribution rates for member and employer for the DB and 
DBS programs, RWP, elected officials contribution rates and present 
value factor for unused excess sick leave service credit. 

ED14-05 2014-05 06/26/14 
CalSTRS long-term funding. Notification to employer that 
contribution rates for employee and employers will increase 
effective July 1, 2014. 

ED14-04 2014-04 05/04/14 

Compensation reporting requirements for Creditable Compensation 
that exceeds the annual creditable compensation cap. Assist county 
offices with proper reporting. All earnings must be reported 
including earnings above the cap limit. 

ED14-03 2014-03 05/05/14 

Post retirement earnings limit and legislative changes for the 2013-
14, 2014-15 fiscal and 2014 calendar year. Addresses post 
retirement earnings limits, requirements for requesting an 
exemption to the annual post retirement earnings limit and the 
exemption from separation from service (180 day separation 
requirement), restrictions on hiring STRS retirees in classified 
positions. 

ED14-01 2014-01 03/14/14 AB 1381 Cleanup bill. Technical changes to PEPRA. 

ED13-04 2014-04 08/28/13 

CalSTRS no longer performs change of base calculations. CalSTRS 
does not have the authority to grant service credit for which service 
has not been performed nor compensation paid (Education Code 
22701). Change of base calculations were being performed when 
employees changed positions in a school year that required 
different base days and granted employees a full year of service for 
that fiscal year. 
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ED13-03 2013-03 06/26/13 

Interest and contribution rates and present value factor for FY 13-
14. Contribution rates for member and employer for the DB and 
DBS programs, RWP, elected officials contribution rates and present 
value factor for unused excess sick leave service credit. 

ED13-02 2013-02 05/07/13 

For community colleges - collective bargaining submission and data 
requirements. Community colleges must submit on an annual basis 
each collective bargaining agreement or employment agreement for 
employees hired on a part-time basis. 

ED13-01 2013-01 04/03/13 

Post retirement earnings limit and legislative changes for the 2012-
13 fiscal and 2013 calendar year. Addresses post retirement 
earnings limits, requirements for requesting an exemption to the 
annual post retirement earnings limit and the exemption from 
separation from service (180 day separation requirement), 
restrictions on hiring STRS retirees in classified positions. 

ED12-07 2012-07 12/27/12 

California Public Employee' Pension Reform Act of 2013. Effective 
January 1, 2013. Creates a different retirement formula for all 
members first hired to perform creditable service on or after 
January 1, 2013. 

ED12-03 2012-03 06/28/12 Penalties and Interest Regulations. Assessment begins July 1, 2012. 

ED11-04 2011-04 09/19/11 
Service credit for elected officials. Reminder for employers on how 
to report service for employees granted a compensated leave of 
absence to serve as elected officials of an employee organization. 

ED11-03 2011-03 09/19/11 
Charter school reporting. To inform charter school employer of 
documentation required for any charter school electing to 
participate in CalSTRS. 

ED10-03 2010-03 05/04/10 

Charter school reporting. CalSTRS requires charter schools that 
operate on July 1, 2010 or later and do not use the payroll system of 
the chartering authority, to report under their unique report unit 
code. In addition, it reminds chartering authorities of their 
responsibilities to ensure the integrity of the data and compliance 
with all reports required for each charter school under their 
authority. 

ED10-02 2010-02 05/04/10 

Employer reporting of payroll deductions for accounts receivable. 
Explains requirements for employees and employers when payroll 
deductions must be processed for voluntary and mandatory 
receivables, like service credit purchase agreements or to collect 
overpayments of benefits. 

ED09-03 2009-03 04/14/09 
For community colleges - reporting assignment codes. Community 
colleges substitute instructors should always be reported with 
assignment code 54. 
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ED08-03 2008-03 06/02/08 

For community colleges - reporting contribution changes to the 
Defined Benefit program. Reporting of classification code and base 
hours for part-time and adult education instructors (classification 
codes: lab instructor, lecturer, adult ed. instructor, librarian, and 
counselor). 

ED07-03 2007-03 05/15/07 
For community colleges - reporting of banked time. Banked time is 
reportable if used but not reportable when cashed out. 

ED05-03 2005-03 07/01/05 

Changes to mandatory membership for part-time community 
college faculty. Effective July 1, 2015 part-time community college 
employees are excluded from mandatory membership (60 hour/100 
day rule does not apply to community college part-time employees). 
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