Table 2 – SAM # 70 – Payroll Information and Processing
Early Childhood Social Workers service more than one school.  Some will have one school designated as their payroll school.  For the 2014-2015 school year, Early Childhood Social Workers will only be funded on his/her payroll school.  If a Social Worker is assigned a school as their Payroll School, the Principal of that school and the Payroll Secretary monitor all matters pertaining to attendance, payroll, and CAR (i.e. entering absences, leaves, lateness etc. as well as maintaining all relevant documentation for the Social Worker’s files).  All Early Childhood Social Workers are required to follow the time keeping procedures of each school they service.  Therefore, if a particular school’s practice is for its staff to use a timecard, then the Early Childhood Social Worker does the same; if the practice is that staff is required to sign an attendance book, the Early Childhood Social Worker must follow that protocol.  Each principal will determine the timekeeping procedure the Social Worker will follow for his/her building.  In addition, Social Workers will record their time on the Division of Early Childhood Education Timesheet monthly, which will need to be signed by the Payroll School Principal at the end of each month.  We encourage communication between the Payroll Secretaries of all schools supported by the Early Childhood Social Worker to ensure that their Payroll School’s Secretary has accurate information.

In the event of an absence or change in schedule, the Early Childhood Social Worker is required to call and email the school(s) he/she services on that day, the payroll school and their Program Specialist.  The payroll school is responsible for recording time and attendance.  The Program Specialist is to receive copies of all time and attendance documents and will keep in continuous contact with the Social Worker’s Payroll School’s Secretary.

The Program Specialist will facilitate the gathering of all feedback regarding the Social Worker’s performance from each of their assigned schools.  If a Social Worker is assigned a Payroll School, the Principal of that school is responsible for entering the Social Worker’s end of year rating.   The Program Specialist will be the rating officer of Social Workers who are not assigned a payroll school.  Ongoing communication, via email, phone calls or in-person discussions between principals of assigned schools and the Program Specialist will help in facilitating this process.
If you have questions about the use of funds to support the Early Childhood Social Workers please contact the Division of Early Childhood at 212-374-0351 or earlychildhood@schools.nyc.gov . 
Questions or concerns about your Early Childhood Social Worker should be directed to the corresponding DECE Program Specialist (see below).  
	Brooklyn/Staten Island Field Office
Virginia Barile, Program Specialist

VBarile@schools.nyc.gov 

Districts: 20,21,22,31

Laura Colavecchio, Program Specialist   

lcolave@schools.nyc.gov 

Districts: 13, 14, 15, 16, 17, 18, 19
	Bronx/Manhattan Field Office

Kaydeon Munn Andrade, Program Specialist

KMunnAndrade@schools.nyc.gov 

Districts 7,8,9,10,11,12

Jodi Samson, Program Specialist, 

JSamson@schools.nyc.gov 
Districts 1,2,3,4,5,6
	Queens Field Office

Therese Buzzeo, Program Specialist 

tbuzzeo@schools.nyc.gov 

Districts: 23,24,25,26,27,28,29,30,32



