
Payroll Matters 

Pay dates 
Employees are paid on a monthly basis.  Pay schedules for the year are posted on the 
District’s website.  The District does not provide monetary advances. 

Payroll Deadlines 
The deadline for the receipt of paperwork for monthly paid employee is the 1st of each 
month.  The dates are also posted on the District’s website.  The following information 
should be included on all correspondence with the Payroll office: 

●  Employee’s name as it appears on his/her paycheck (no nicknames) 
●  Employee I.D. number 

Verification of Pay Stub 
The Payroll office makes every effort to ensure that employee’s pay, leave, and other 
information on each paycheck are correct.  Unfortunately, however, mistakes can occur.  
It is the employee’s responsibility to review their payroll check stub each month for 
accuracy, including but not limited to compensation, leave, federal withholding 
status, and deductions. If a pay check is lost in the mail, it will be replaced after the 
5 th day.  This is very important that the District has the correct address on file. 

Delivery of Checks 
Employee checks are delivered to employee’s work sites each payday.  Substitute pay 
checks are mailed to the substitute’s address on file prior to the day before pay day.
Substitutes will not be allowed to pick up their checks at the administration building nor 
at the campuses.  Distribution of checks during the summer months will be shared with 
employees prior to the first summer check cycle. 

Direct Deposit 
Employees are encouraged to have their pay directly deposited to their bank accounts.
The benefits of Direct Deposit include: preventing the possibility of a lost check, 
eliminates time spent driving to the bank or waiting in line at the bank to deposit the 
check and eliminates gasoline expenses in route to the bank.  Direct deposit can be 
initiated by completing the direct deposit form which is available on the District’s 
website.

W-2‘s
The District will distribute W-2’s to the employees no later than January 31st of each 
year.  If the employee’s misplaces their W-2, the Payroll Department will reissue one 
without a service charge on Fridays.  From then on a service charge of $5 will be 
assessed for each additional W-2. 


