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PAYMENT:  Supplemental (extra) duty will be paid with the employee’s regular 
monthly pay check.  The appropriate forms, (a) copy of the NCS form approved by 
Human Resource Department and the (b) NCS Duty Pay form (Form #901-010B), must 
be received by the Accounting Department by scheduled payroll deadline for each month 
to ensure inclusion in that month’s pay check.  ANY REQUEST LACKING HUMAN 
RESOURCES’ APPROVAL ON THE NCS FORM WILL DELAY PAYMENT TO 
THE EMPLOYEE. 
 
JOB POSTINGS:  All supplemental (extra) duty assignments will be posted by the 
Human Resources Department.  These include, but are not limited to, summer school and 
after school tutorials. 
 
DESIGNATED WORK SITE:  All approved supplemental (extra) duties shall be 
completed at a designated district work site.  Compensation for job related duties 
performed at home is prohibited.   
 
NON-CONTRACT DAYS:  Payment for non-contractual days worked is prohibited.  
When circumstances require that an employee work on otherwise designated non-contract 
or “vacation” days  as an extension of his/her regular job duties, arrangements should be 
made with the supervisor to take the days at another time within the contract year.  If it 
becomes necessary to pay the employee for such days, the superintendent’s approval is 
required prior to the commencement of the work and the pay will be at the employee’s 
daily rate for that contract year.   
 
Staff Development:  Administrative/professional employees are expected to attend staff 
development as required by their job assignment.  Employees are not eligible for 
compensation for attending staff development held on non-working days including 
voluntary attendances to participate at local/state/national conferences that fall on non-
contract days, including weekends.   
 
Consultant Services:  Employees of the district may not act as consultants for pay to the 
district.  This may be construed as a conflict of interest. 
 
Flexibility:  It is expected that all departments/campuses utilize options other than pay if 
it becomes necessary to utilize professional staff (including teachers) to perform tasks 
outside their regular workday/workweek. 
 
Exceptions:  Requests for exceptions to these guidelines must be presented to the Human 
Resources Department and shall require the written approval of the Superintendent prior 
to the commencement of the work. The Superintendent or designee may assign non-
contractual supplemental duties to personnel exempt under the Fair Labor Standards 
Act, as needed.  These assignments may be discontinued at any time for any or no reason 
by either party (Policy DEA -local).   
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