
 

 

PARIS SPECIAL SCHOOL DISTRICT – ADMINISTRATIVE PROCEDURES 

Payroll Procedures 
 

2.802.1 

 

The Paris Special School District pays bi-weekly for a total of twenty-six (26 periods) in a fiscal 

year.  A list of pay dates are available on the PSSD website each year.   

 

Timecards and Pay Reports 

Timecards and/or pay reports must be submitted to the HR/Payroll clerk each Monday morning of 

the payroll date.   All payroll reports must accurately reflect work hours and attendance. 

 

Timecards and/or pay reports must be signed by the employee and initialed or signed by the school 

principal or his/her designee for all regular school employees.   

 

School Nutrition, Transportation, Kid’s Club, and Maintenance department supervisors or his/her 

designees are responsible for signing or initialing their department reports. 

 

All reports submitted must have the appropriate signatures. By initialing or signing, the supervisor 

is verifying that the pay reports are accurate, and the HR/Payroll Clerk is therefore authorized to 

complete the payroll process. 

 

Extra Work for Extra Pay 

The Supervisors of Instruction are responsible for approving and verifying all extended contract 

work hours for instructional professional and support staff.  All reports will be signed by the 

employee performing the work and the supervisor of each respective department. (i.e., Instructional, 

Special Education, Athletics, etc.) 

 

Payroll Clerk Duties 

The Payroll Clerk is responsible for keying in the payroll data in the accounting system. 

Upon completion of the necessary steps involved to calculate the payroll, the Director of Schools or 

his/her designee (Operations/Finance Manager) will review the Disbursement Journal for any 

errors.  The Director of Schools or his/her designee will certify approval by initialing or signing the 

Disbursement Journal.  Upon approval, the Payroll Clerk will process the payroll. 

 

The Payroll Clerk is responsible for all submissions relating to payroll.  This includes but not 

limited to direct deposits, payroll taxes, retirement, unemployment, 941 and W-2’s.   

 

The Payroll Clerk is responsible for the record keeping requirements for all federal, state, and local 

regulations. 

 

 

 

 

 

 

 


