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PAYROLL PROCEDURES 
 

To be able to meet the monthly payroll, the business office must meet several 
time lines (deadlines) and procedures.  To assure that the payroll is indeed met 
on the 20th of each month and that paychecks are as accurate as possible, the 
following payroll procedures for all attendance areas have been established. 
 
Payroll Deadline 
 
All documentation (time sheets, absence sheets, substitute sheets and 
miscellaneous pay vouchers) must be completely filled out, signed by both the 
employee and the appropriate supervisor, and received in the business office no 
later than 1 p.m. on the last working day prior to the 11th. 
It is the responsibility of the appropriate principal or supervisor to assure that 
time records reach the business office on time.  Time records received after the 
cut-off will not be paid until the following month's payroll. 
 
Individual Payroll Changes 
 
Individuals who wish to change items which affect their paychecks (withholding 
exemptions, name or address changes, insurance changes) may do so at anytime.  
However, for a change to take place in a particular month, the employee must 
contact the business office prior to the 5th of that particular month. 
 
It is important to realize that the employee personally is responsible for these 
changes.  Voluntary deduction changes can only be initiated by the individual 
concerned. 
 
Hiring of New Employees 
 
When new employees are hired, it is very important that they complete the 
necessary payroll forms immediately.  During the employment process, the 
employee should be informed of his or her wages, hours of work, fringe benefits 
available to them, and the payroll process.  Failure to cover these items could 
result in several problems:  loss of benefits to the employee, internal personnel 
problems or future confrontations with the fair labor commission. 
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Forms for new employees received in the business office after the 10th of any 
month will prevent the employee from receiving a paycheck in that month.  Time 
worked by the employee during that month will be paid in the following month. 
 
Time Sheets 
 
Second only to the payroll deadline, the time record (time sheet) is the most 
important document affecting an individual's paycheck.  The paycheck can only 
reflect data as shown and interpreted from the time record.  Additionally, the 
time record is the legal document reviewed in audits and evidence for labor 
disputes.  Because of the importance of this document and the large number of 
people involved in completing, approving or interpreting this document, it is 
imperative the documents be properly executed. 
 
1. All blanks on the time record must be completed.  Times in and out 

should be recorded to the nearest 15 minutes. 
 
2. Sick leave.  At times, employees who have accrued sick leave may want to 

use it and at times may not.  An employee absent from work, wanting to 
receive pay and utilize sick leave, should show it on the time sheet as 
instructed.  An employee who is absent from work and does not desire to 
be paid or be charged for sick leave should show it as instructed. 

 
3. Paid holidays.  Paid holidays vary among the various employees within 

the district.  An employee entitled to a paid holiday should reflect it on the 
time record as instructed. 

 
4. Overtime.  The district discourages overtime work (over 40 hours in a 

week) and pay.  All overtime must have prior approval of the building 
principal or supervisor involved.  All pay for overtime must receive prior 
approval of the business manager.   

 
 Employees paid a monthly salary rather than an hourly rate, have special 

consideration for additional time required figured in the salary amount.  
Under unusual conditions where excessive additional time is required, 
these employees may receive compensatory time. 
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5. Vacation.  Vacation benefits vary among the different employee groups of 

the district.  When an employee entitled to vacation takes a day off, it 
should be notated as instructed. 

 
The final item in completing the time record may seem unimportant.  This item, 
the signatures of the employer and principal/supervisor, however, provides the 
true legal basis of the document.  It also provides the understanding between the 
employee and principal/supervisor of the hours worked and pay to be received.   
Time records without the appropriate signatures cannot and will not be 
processed. 
 
Glendo - 
 Time records are to be completed by all non-contracted employees (including 

those on monthly salary), signed by the employee and the Glendo principal. 
 
Chugwater - 
 Time records are to be completed by all non-contracted employees (including 

those on monthly salary), signed by the employee and the Chugwater 
principal. 

 
Wheatland - 
 All bus drivers' and mechanics' time records will be signed by the employee 

and the supervisor of transportation. 
 
All food service employees' time records will be signed by the employee and the 
school lunch program director. 
 
All maintenance and grounds employees' time records will be signed by the 
employee and the supervisor of maintenance and grounds.  Time records are to 
be submitted by monthly salaried employees. 
 
All business office employees' time records will be signed by the employee and 
the accounting manager. 
 
All custodial and other non-contracted employees' time records will be signed by 
the employee and the building principal to whom the employee is responsible. 
 
Pay For Additional Jobs 
 
On occasion, employees (contracted and non-contracted) will perform duties in 
addition to their regular duties (officiating, collecting tickets, etc.) for which 
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the district pays extra.  These duties will be paid through the payroll process but 
must be reported on the correct voucher. 
 
Information for additional pay should include the date and type of work 
performed and the amount of pay due.  The voucher will be signed by the 
employee and submitted to the principal for whom the work was performed.  
The principal will sign the voucher and submit it to the business office for 
payment.  Payment will be included in the first payroll available after the receipt. 
 
Substitute Pay 
 
Certified substitutes will be paid on the basis of the certified absence sheet.  This 
sheet will be completely filled in, signed by the building principal and submitted 
to the business office along with the other payroll documents. 
 
Non-certified substitutes must have time sheets completed as previously 
outlined.  In addition, all absences for non-certified employees must be reflected 
on the non-certified absence sheet.  This absence sheet should be attached to the 
substitute time records and submitted to the business office with all other payroll 
documents. 
 
Payroll Procedures for Bus Drivers 
 
General Provisions-All attendance Areas 
 
1. All persons (including substitutes and teachers) driving a school bus for 

any reason for the district must be approved by the district transportation 
supervisor, in compliance with district policy and state regulations.  
(Note:   See EEACA, Bus Driver Examination and Training.) 

 
2. After being approved, new drivers will go to the business office to 

complete payroll forms. 
 
3. All wages for bus driving services will be paid on an hourly rate through 

the payroll procedure and must be submitted on the appropriate time 
records as specified below. 

 
4.   All time records must be completely filled out, signed by both the 

employee and the attendance area supervisor, and received in the 
business office no later than the 10th of each month.  Should the 10th  
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 fall on a Saturday, Sunday or holiday, time records must be received in 

the business office on the last working day prior to the 10th.  It is the 
responsibility of the attendance area supervisor to assure that time records 
are in the business office on time.   Time records received in the business 
office after the 10th will not be paid until the following month's payroll. 

 
Activity Trip Payroll Procedures (All Attendance Areas) 
 
1. An activity trip time record must be completed for each individual 

activity trip driven.  The form should be completed during the trip by the 
driver.  Upon completion of the trip, the driver should sign the form and 
turn it into his/her attendance area supervisor. 

 
2. The attendance area supervisor will review the form for completeness and 

accuracy and then place his/her signature on the appropriate line. 
 
3. The activity trip time records will be held at the attendance area to be 

submitted with the employee's regular records.  Data from all activity trip 
time records for an individual should be tallied to the bus driver summary 
sheet. 

 
Regular Route Payroll Procedures (Glendo and Chugwater) 
 
1. Regular route drivers in Glendo and Chugwater are to submit their actual 

regular route driving hours on the standard district time record.  Ten 
minutes per trip should be added to the driving time to allow for lights 
check, sweeping, gas, etc. 

 
2. The form must be completely filled in and an entry made for each date in 

the pay period.  If an absence occurred, the reason (sick leave or holiday) 
should be entered in place of a time in or time out. 

 
3. Only pay for regular route driving should be shown on this time record.  

(Time for activity trips should be handled as described above.) 
 
4. After completing the time record, the employee is to sign it and submit it 

to his/her attendance area supervisor.  
 
5. The attendance area supervisor will review the form for completeness and 

accuracy and then place his/her signature on the appropriate line. 
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6. The total hours from the regular time record will then be entered on the 

bus driver summary sheet.  All hours from any activity trip time records 
should be tallied and entered on the summary sheet as well as any sick 
leave or holiday pay.  All should be attached together with the summary 
sheet on top and submitted to the business office. 

 
7. The procedure for substitute drivers is identical with one exception:  

substitute drivers need only enter the actual dates and times that they 
drive on the time record rather than listing all dates in the pay period. 

 
Regular route payroll procedures (Wheatland) 
 
1. All drivers on regular routes are to use the time clock and cards provided 

at the Wheatland Bus facility.  Drivers are to clock-in no sooner than 10 
minutes prior to their normal departure time (this is to allow for lights 
check, gasoline, etc.)  and will clock-out upon completion of the route. 

 
2. At the close of the pay period, the transportation department will total the 

hours owed as reflected on the time cards and enter those in the 
appropriate space on the bus driver summary sheet. 

 
3. The transportation department will then total the hours owed from the 

activity trip time records to the appropriate space on the summary sheet 
as well as any sick leave or holiday pay owed.  The transportation 
supervisor should then sign the summary sheet and attach all documents 
together with the summary sheet on top and submit to the business office 
for payment. 

 
4. The procedure for substitute drivers is identical to the above procedures. 
 
5. To assure completion of all details and still assure that all data is 

submitted to the business office on the 10th of each month, it may be 
necessary to run the pay period one day sooner (cut off time at the end of 
the 9th, calculate time and submit to business office on the 10th.) 

 
 
Adopted: February 9, 2004   
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