CHAPTER 7.00 - BUSINESS SERVICES

PAYROLL PROCEDURES 7.51

V1.

VII.

VIII.

Payrolls shall be submitted for all School Board employees and shall be properly
signed by a designated administrative employee. Such payrolls shall be
supported, where applicable, by time records.

Payroll checks or warrant distribution dates shall be established administratively
to ensure that the employees are paid promptly in accordance with Florida
Statutes.

No payment shall be made except to properly authorized and approved
personnel.

Payment shall be based on the duly adopted salary schedule for each position.
From time-to-time payments in the form of a bonus or other legally authorized
payment may be made.

Full time and part-time regular, probationary, and temporary employees shall be
paid at the regular established pay period.

Principals shall be responsible for submitting accurate payrolls in accordance
with the payroll time schedules and procedures.

Salary adjustments shall be paid at subsequent payroll periods. A person whose
services are terminated shall be paid the full salary balance at the regular pay
period following termination. Any exceptions shall be approved by the
Superintendent or designee.

A payroll deduction for an employee beyond those required by Florida Statutes
shall have the Superintendent’s approval and shall be made only upon the
written request of the employee. Such deductions shall not be granted to any
group or organization with a membership of less than twenty-five (25)
employees. An authorized payroll deduction may be initiated during any fiscal
year in which the group or organization deduction authorization and the written
request of the employee(s) are in the District office on or before the date
established as the final date for the initiation of employee deductions.

No payments shall be made for overtime services without prior approval of the
Superintendent or designee.

There shall be no payroll deductions permitted in violation of section 106.15,
Florida Statutes.
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