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All employees will be paid on or before the 25th day of each month. 
 
The payroll department is responsible for preparing and distributing all payroll. 
 
All certified staff will be paid based upon the teacher negotiated agreement; all classified staff 
will be paid based upon the board approved salary schedules.  Any exceptions must be 
approved by the superintendent. 
 
The district offers direct deposit to all employees.  All employees are encouraged to participate. 
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The payroll department will process all changes received before the 8th of each month. 
 

1. All changes in insurance coverage which effect the cafeteria plans will be 
submitted to payroll by the personnel department.  

 
2. All account code changes must be submitted by the controller or the budget and 

finance manager. 
 

B. New Hires 31 
32 
33 
34 
35 
36 
37 
38 
39 
40 
41 
42 
43 
44 

 
1. New hire worksheets will be completed by the personnel department and 

forwarded to payroll as soon as possible.  Attached to the new hire sheet will be: 
 

a. medical, dental and life insurance forms or written notification that 
insurance is declined at this time.  

b. W-4 
c. direct deposit application 
d. PERSI application 
e. Optional insurance application(s) 
f. cafeteria plan paperwork 
g. I-9 form 
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1. All termination paperwork will be submitted to payroll by the personnel 

department.  The information must be complete, including the last day worked.  
 

2. If an employee submits a written request to receive his/her final paycheck at 
termination, the request will be honored within 48 hours.  Otherwise, the 
employee will receive his/her final paycheck in the nest payroll run. 
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1. The following changes can be made by the employee directly to the payroll 

department: 
 

a. name 
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b. address 
c. W-4 
d. direct deposit 
e. Tax Sheltered annuities (TS) 
f. optional insurance, i.e. life, cancer and disability coverage etc.  

 
2. All changes will be submitted in writing. 

 
3. All changes must be received on or before the 8th day of the month in order to 

guarantee that the change will be accomplished in the current month. 
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5. Any garnishment served to the district for any employee will be processed in the 

current payroll. 
 

6. The payroll department will attempt to contact the individual employee before the 
check is distributed.  

 
7. No garnishment will be reversed unless confirmed in writing by the originating 

agency.  
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