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Because the State Constitution does not allow appropriated monies be used for personal loans, the district must recover an overpayment made to an employee as soon as it is identified.

DEFINITIONS

Lag payroll: Payment for work occurs a period of time after the work is completed.  In other words, the payroll lags behind the actual time worked.

Pay cycle: The specific time period for which pay is processed.  This term is used to describe the technical process used to generate checks.

Pay period: The period of time an employee is compensated for through their paycheck.    

GENERAL PROVISIONS

Pay periods and pay days

The district has bi-weekly pay periods and employees normally receive their paychecks on the last workday of each pay period. The district is on a lag payroll, meaning employees are paid for work for the preceding pay period.  For example, compensation for work from the first two weeks is paid at the fourth week. See Attachment 1 for a listing of pay dates for calendar years 2008-2014. 

Verifying the accuracy of payroll

With a lag payroll, errors in employee pay should be minimal.
Underpayment/overpayment

Underpayment

Underpayment will be corrected as soon as possible.  If an improper reduction has been made from an employee’s salary, report it immediately to the board (or board representative) and the timekeeper. Reports of improper reduction will be promptly investigated. If it is determined that an improper reduction has occurred, the employee will be reimbursed for any improper reduction during the next pay cycle or as soon as practicable. A reduction in pay does not affect the overtime status of the position.

Overpayment

When the district discovers an error has been made with employees’ pay and an overpayment has occurred, over several pay periods or a one-time incident, the employee is typically liable for the amount overpaid. 

Overpayment will be corrected as soon as possible following these options in the order given:
1. Offset the full amount of the overpayment in the next pay cycle.  

2. The employee may repay the full amount immediately from personal funds. The amount must be coordinated with tax implications.

3. Offset payment in the same number of pay cycles that the overpayment was made.

Security and release of paychecks and pay stubs 

· Paychecks are kept in a secure place and not released until the date on the paycheck.  The same is true for the pay stub.

· Paychecks and/or pay stubs are released directly to the employee or other designated office personnel for distribution.

· Paychecks and/or pay stubs are not released to another individual without prior written authorization from the employee.

· Paychecks and/or pay stubs are provided directly to the employee. If an employee is not at his/her desk at the time of distribution, the paycheck or pay stub is secured until it can be given to the employee.

If a check is cashed prior to payday, the employee and supervisor will be subject to disciplinary action.
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