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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

PAYROLL

I.
POLICY

1.00
GENERAL STATEMENTS

1.01
All full-time employees will be paid on a twelve month basis, with the first check


due after duties have been assumed with the college.

1.02
Upon request, individuals leaving the employ of the college may receive all checks due at the close of their period of employment.

1.03
All supplemental contracts are subject to payroll deductions.

2.00
SPECIFIC STATEMENTS

2.01
Deductions for specified purposes from the compensations paid employees may be provided through resolutions by the Board of Trustees.  Written authorization from employees must be received in the business office for these deductions to be


made.  This authorization remains in effect until modified or revoked in writing.


K.S.A. 72-8601.

2.02
Employees working on less than 12-month contracts may request a lump sum


payment upon fulfilling their contract.  This should be done in writing at least


one month before the pay period in which they wish to receive the lump sum payment.

2.03
Faculty will be paid on the 15th of the month.  Hourly employees and students


will be paid twice each month.  All other salaried employees will be paid on the last day of the month.  If payday falls on a weekend, pay checks will be issued on Friday, preceding the weekend.

2.04
The work week will be from Saturday through Friday (7 days).

2.05
Hourly employees and students are responsible for preparing and completing


leave scheduler/time cards for each two-week period.  Supervisors are responsible for checking accuracy of time worked including applicable signatures, and to make sure leave scheduler/time cards are turned in to the payroll officer on time.
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2.06
Time cards must be turned in to the payroll officer no later than Monday


following the two-week work period ending the preceding Friday.

2.07
Time cards turned in late, will be held until the next payroll period.

Adopted:  1990
Revised:   1993
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