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PROCEDURE:
DIRECT DEPOSIT AND PAYROLL CHECK DISTRIBUTION

Unless otherwise exempt, all employees of the College as a condition of employment are required to have their payroll checks deposited through the College’s Direct Deposit Program.  Each employee shall fill out a Direct Deposit Authorization Form (“Authorization Form”) which will identify the financial institution(s) where the employee desires to have their payroll check direct deposited.  The employee must notify the College if the employee closes the account identified on the Authorization Form or otherwise desires to change the financial institution(s) where the payroll check will be direct deposited, and shall immediately submit a new Authorization Form.  Failure by the employee to properly fill out the Authorization Form or to provide notification of account closure as provided herein will result in a delay in the employee receiving payroll deposits.

Employees who can demonstrate a hardship, as determined by the director of Human Resources or his/her designee, may be exempt from the requirement to participate in the Direct Deposit Program.  A request for exemption due to hardship must contain a clear explanation of the reasons the employee believes a hardship will exist if required to participate in the Direct Deposit Program and any documentation supporting the request.

Any payroll checks which are not required to be direct deposited shall be distributed through campus business offices or center administration offices.  Designated personnel from each department will sign for and pick up department checks from the campus business office before noon on official pay dates.

Extra pay contract checks (Session I, II, III) will be delivered to campus business offices on the scheduled pay date and must be signed for and picked up there by designated personnel from each instructional department.

All nonfaculty Continuing Education checks will be forwarded to the Continuing Education Department for distribution.  Salary for regular faculty members who taught Continuing Education courses will be incorporated in their biweekly checks.
History:  

11/30/90.  Filed - 12/7/09.  Effective – 12/7/09.
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