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The College operates with limited staff in the payroll department.  In order to meet the monthly payroll, we have to set guidelines for payroll services.  As a general rule, the 1st – 10th of the month is used to complete payroll payables, reconcile federal and state reports and meet with employees.  We reserve the 10th – 15th of the month to complete new hire set up, benefit changes and salary changes.  The 16th – 30th of the month is used to enter timesheets, payroll generation and payroll reporting.  
New hires are urged to come by the payroll office as soon as possible upon being hired so we can provide them with forms and an explanation of benefits.

The following polices are required to efficiently complete payroll processing:

1.  Employees are not to start working for the College prior to all payroll forms being completed and turned into the payroll office.  

2.  All new hire data, benefit changes and pay rate changes must be turned into the payroll office by the 10th of each month.  This data must be complete with I-9’s, W-4’s and proper identification.  We prefer all new employees sign up through the payroll office but, due to operational necessity, some supervisors perform this function.

3.  All hourly employees will be paid the amount set up in their position control record rather than what is on the timesheet.  If a supervisor wishes to change the hourly or contractual rate for any employee, a Notice of Change of Employment form (brown form) must be completed with the authorized signatures.  

The only exception to this policy is overload contracts which are authorized on a special form which has the semester code, amount, courses to be taught and the signatures of the employee, department chair and chief academic officer.
4.  The supervisor signing the timesheet or Payroll New Hire Form is responsible for notifying the payroll office of the employee’s termination, changes in hours worked or other payroll related information.
5.   All hourly and salaried staff will be terminated on June 30th or at the end date as set up on their Payroll New Hire Form unless the supervisor provides the payroll office with an updated Notice of Change of Employment Form.
6.  All changes to payroll must be on payroll forms, in writing with the proper signature of the employee and the supervisor.  
7.  Timesheets must contain the supervisors and employee’s signature, employee’s ID or SSN, the proper account number and be readable.  Time sheets must be turned in as per the annual schedule published by the payroll office.  Late timesheets will be processed if possible but will not delay the regular payroll.
8.  The most important thing we do for employees is to properly pay them on time.  Any timesheet turned in late that cannot be processed with the current payroll must be accompanied by a letter from the applicable vice president indicating the circumstances that caused the timesheet to not be turned in on time and the corrective action taken.
9.  Employees will automatically be inactivated if they have not worked for the College for 12 months.    Employees will be re-activated if they have not worked for the College for between 12 and 24 months if they provide the payroll office with updated address and W-4 information.  Employees who have not worked for the College for 24 months will be required to fully complete the new hire process.

Questions concerning this policy should be directed to the Director of Human Resources.
