TO:

Bi-Weekly Payroll Participants (employers and employees)
FROM:  
Aaron Rutt, Payroll/Benefits
RE:  
  
Bi-Weekly Payroll 2009-2010

Enclosed is your packet of information for the 2009-2010 academic year bi-weekly payrolls.  All of the information needed for bi-weekly payroll is included in this packet.  Please share this information with those individuals in your departments including bi-weekly workers.
Included documents are:

1.
Bi-Weekly Payroll Regulations
The times are changing, and so are the processes.  

  New for 2009-2010:

* Work week has changed to Friday through Thursday.


* Payroll Packet for department to provide to new/returning student workers.

* Direct Deposit is mandatory for all employees.


* Original Time Records are now due weekly!
2.
Schedule of Pay Periods 


Post in a prominent location for all to see; especially those being paid.  

3. Financial Aid’s “Hours per Award” Chart
Chart showing award amounts and how many hours per week various awards equal out to at different hourly rates.

4.
**NEW** Employee Time Record
Each employee must complete a time record for hours worked each week during the pay period. 
These records will need to be turned in weekly to the Human Resources office by noon on Mondays.  


Please note: for the 1st payroll, most employees will not have their Personnel Number.   
Terminology

Bi-Weekly Employees – all individuals on bi-weekly payroll

Departmental Employee – individual working for a department (also known as institutional)

Workstudy Employee – an individual with a work study permit from Financial Aid

All documents are online at:
http://www.csc.edu/hr/payroll.csc

ALL BI-WEEKLY EMPLOYEES WILL NEED TO STOP BY HUMAN RESOURCES (Sparks Hall) PRIOR TO BEGINNING WORK!

BI-WEEKLY PAYROLL RULES & REGULATIONS
1. Payroll Packets
Attached is the packet of information ALL bi-weekly employees need to have on file in Human Resources.  Please provide a packet to each new/returning bi-weekly employee.

**Bi-Weekly employees CANNOT work unless these documents are completed in our office within 3 days of hire (this includes providing appropriate IDs). **
Bi-Weekly Payroll Packet (http://www.csc.edu/hr/payroll.csc) 
· CSC Employment Application

· I-9 Form; bring original forms of ID to HR (acceptable forms on page 2 of I-9 form)
· W-4 Tax withholding form

· Drug Free Workplace / Reasonable Cause Drug & Alcohol Testing signature page
· Direct Deposit Form; include a voided check
· Criminal Background Check (if required)

ALL bi-weekly employees, new and returning, must complete a CSC employment application.  Returning students must verify a current W-4, I-9, direct deposit and re-sign Drug Free/Reasonable Cause policies in the Human Resources Office.  

The payroll system is separate from SIS and bi-weekly employees need to notify Human Resources of name or address changes.

2. Work Study Permits
Prior to a student beginning work study employment, the employer must have the student’s work study permit from the Financial Aid office.  A student should not be scheduled to work if this permit has not been received.  This permit needs to be retained by the supervisor for five (5) years following employment.
3. Bi-Weekly Positions
An individual awarded work study is allowed to work in one (1) position only.  Bi-weekly employees being paid 100% from non-work study funds may work in more than one position as long as their total number of hours worked does not exceed 40 per week or .75 FTE in the previous 12 months.  Bi-weekly employees cannot work in both a departmental (institutional) position and a work study position at the same time.  Bi-weekly employees may work off-campus at their own discretion.
4. Employing Bi-Weekly Workers
Departments hiring bi-weekly employees need to make the following considerations:
a. Must be 18 years old, unless an enrolled freshman at Chadron State College.

b. Preference should be given to current Chadron State students.

c. Bi-weekly employees should not work in the same department as a family member whether they are directly supervising or not.  

d. In the event that a bi-weekly employee will have access to social security numbers, possess keys, and/or work with classified information the following processes need to be completed after documented approval for such access is granted from the next level up supervisor:
· Criminal Background Check
· Key Request Form (requires a Vice President signature)

· Confidentiality Statement

Please remember that the majority of bi-weekly employees are here first as students, and second, as employees.  Their employment is an opportunity to learn about professionalism, time management and work ethic, but their academic needs deserve priority.  

5. Time Limitations
Work study employees are not permitted to work more than 20 hours per week or 40 hours per pay period during the normal academic year.  During summer employment, work study students may work 40 hours per week.  
Tracking hours worked is the responsibility of the supervisor.  Any time in excess of a work study permit will be charged to departmental funds.  

All bi-weekly employees’ Full-Time Equivalency (FTE) must remain below .75.  In order to do so, bi-weekly employees cannot work more than 1550 hours in a 12 month period of time.  This includes work study and departmental employment combined.  If an employee is nearing the maximum amount of work hours, a reduction in hours or termination of employment may be necessary, with employment resuming at a later date.  
Departmental (100% institutionally funded) employees should not be allowed to work overtime (over 40 hours per week).  However, if more than 40 hours are worked in a week, we are required by federal law to pay them at one-and-one-half the regular rate.  If a student works in more than one departmental job on campus, hours worked from all jobs are added together to determine overtime eligibility.

6. Time Records **NEW PROCESS**
Individual bi-weekly time records are to be turned in weekly to the Human Resources/Payroll Office.  We will no longer be requesting/receiving departmental summary time sheets.  In the event your department utilizes a time clock, time must be transferred to an individual time record and appropriate signatures recorded.
Time records are due by 12:00 p.m. on Mondays (exception for holidays; then Tuesday by noon).  Time records received after 12:00 pm on the Monday following the end of the pay period will be held until the next pay period.  Forms can be submitted electronically or paper copy.  

Hours must be submitted on a time record to meet documentation guidelines.  When completing, hours need to be rounded up to the next quarter hour (i.e. .25, .50 or .75).
The following will be reviewed prior to payment:

· Employee/Supervisor signatures
· Personnel Number
· Cost Center

· Work study indicator; failure to mark this will charge 100% of wages to department cost center.
Missing information or illegible handwriting may delay processing and payment, as these documents will be returned for correction(s).


7. Payroll Information
Bi-weekly worker hours are paid every two (2) weeks.  The first direct deposit will be made two weeks after the first pay period ends, and then every two weeks thereafter.  See attached schedule.  


Direct deposit is mandatory for all employees; pay stubs indicating amount deposited will be distributed via campus mail to the department.  The department assumes the responsibility to distribute this information to bi-weekly workers.  If the employee no longer works in the department, return the pay stub to Human Resources, Sparks Hall.
8. Pay Rates
Students will be rewarded for returning to the same position year after year as follows:
     Year 1 - $7.25 per hour
     Year 2 - $7.40 per hour
     Year 3 - $7.60 per hour
     Year 4 and any thereafter - $7.85 per hour

Supervisors will need to note hourly rates on the initial time record and when a change occurs.  A year is comprised of two (2) academic semesters or an academic semester and summer employment.  It is the supervisor’s responsibility to monitor and notify the Payroll office of any increases due. 

A written justification may be submitted to the Vice President for Administration and Finance to receive approval to pay any bi-weekly employee above minimum wage.  Until this approval is received; minimum wage will be applied to hours worked.  This request is unnecessary for students returning to the same position (as outlined above).

9. ADDITIONAL INFORMATION
The Human Resources/Payroll Office is not responsible for hours not submitted by a supervisor for bi-weekly employees who have worked during the pay period.  Failure to submit hours by the established date/time will result in the delay of a payment by two weeks or more.  Advances against future payment are not permitted.

Each department/office is responsible for paying 25% of the work study wages and 100% of any other wages.  Students currently enrolled at CSC, and who are employed thru CSC either on or off-campus are exempt from social security.  If a bi-weekly employee is not a currently enrolled student, social security will be withheld from the employee’s pay and the department/office will be responsible for the social security on the total amount of wages earned.


PLEASE SHARE THIS INFORMATION WITH YOUR BI-WEEKLY WORKERS. IT IS VERY IMPORTANT THEY UNDERSTAND AND COMPLY WITH THESE REGULATIONS.
	Chadron State College
2009-2010 Bi-Weekly Pay Periods

Work week is Friday through Thursday; two weeks comprise one pay period

Time Records are due in Human Resources weekly by noon on Mondays (Tuesday in the event of a holiday)                      

Pay Period Start Date

Pay Period End Date

Direct Deposits to Accounts

8/14/2009

8/27/2009

9/10/2009

8/28/2009

9/10/2009

9/24/2009

9/11/2009

9/24/2009

10/8/2009

9/25/2009

10/8/2009

10/22/2009

10/9/2009

10/22/2009

11/5/2009

10/23/2009

11/5/2009

11/19/2009

11/6/2009

11/19/2009

12/3/2009

11/20/2009

12/3/2009

12/17/2009

12/4/2009

12/17/2009

12/31/2009

12/18/2009

12/31/2009

1/14/2010

1/1/2010

1/14/2010

1/28/2010

1/15/2010

1/28/2010

2/11/2010

1/29/2010

2/11/2010

2/25/2010

2/12/2010

2/25/2010

3/11/2010

2/26/2010

3/11/2010

3/25/2010

3/12/2010

3/25/2010

4/8/2010

3/26/2010

4/8/2010

4/22/2010

4/9/2010

4/22/2010

5/6/2010

4/23/2010

5/6/2010

5/20/2010

5/7/2010

5/20/2010

6/3/2010

5/21/2010

6/3/2010

6/17/2010

6/4/2010

6/17/2010

7/1/2010

6/18/2010

7/1/2010

7/15/2010

7/2/2010

7/15/2010

7/29/2010

7/16/2010

7/29/2010

8/12/2010

7/30/2010

8/12/2010

8/26/2010

8/13/2010

8/26/2010

9/9/2010

8/27/2010

9/9/2010

9/23/2010




        Direct Deposit stubs will be distributed to departments to distribute to bi-weekly workers.

Financial Aid Schedule 09-10

Awards = approximate hours per week

	Award Amount
	 
	Approximate Hours/Week

	 
	 
	1st Year** 
	2nd Year** 
	3rd Year**
	4th Year**

	$1,250
	 
	10.5
	10.5
	10.0
	10.0

	$1,200
	 
	10.0
	10.0
	9.5
	9.5

	$1,150
	 
	10.0
	9.5
	9.5
	9.0

	$1,100
	 
	10.0
	9.0
	9.0
	8.5

	$1,050
	 
	9.0
	8.5
	8.5
	8.0

	$1,000
	 
	8.5
	8.5
	8.0
	8.0

	$950
	 
	8.0
	8.0
	7.5
	7.5

	$900
	 
	7.5
	7.5
	7.5
	7.0

	$850
	 
	7.0
	7.0
	7.0
	6.5

	$800
	 
	7.0
	6.5
	6.5
	6.0

	$750
	 
	7.0
	6.0
	6.0
	6.0

	$700
	 
	6.0
	6.0
	5.5
	5.5

	$650
	 
	5.5
	5.5
	5.0
	5.0

	$600
	 
	5.0
	5.0
	5.0
	4.5

	$550
	 
	4.5
	4.5
	4.5
	4.0

	$500
	 
	4.0
	4.0
	4.0
	4.0

	$450
	 
	3.5
	3.5
	3.5
	3.5

	$400
	 
	3.0
	3.0
	3.0
	3.0

	$350
	 
	3.0
	3.0
	2.5
	2.5

	$300
	 
	2.5
	2.5
	2.5
	2.0

	**Students returning to the same position receive wage increases and therefore as a result, this reduces the number of hours of work per week.
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