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14.0         OVERVIEW
Rowan University Payroll Services, a State of New Jersey agency, complies with state and federal regulations and is under the direction of the Controller/Associate Vice-President of Finance. Salary and wage payments are processed according to University compensation policies, including those established by the Provost for academic employees, and by Human Resources for professional, administrative, and support staff. Tax payments are processed arising from salaries, wages, and benefit payments. Payroll Services responds to wage attachments and garnishments based upon federal or state court orders or other appropriate legal authorities.
The policies in Chapter 14 describe the University’s payroll process by employment classification, including the administration of payroll cycles, time sheets, accrual maintenance, overtime authorization, adjustments, overpayments, deductions, pay checks, salary deferrals, salary advances, fringe benefits, and payroll processing methodology.
Some policy statements were obtained from a study of several universities as well as from New Jersey State Documents.
14.01      PAYROLL CYCLES
There are two payroll categories –“BW & BS” 

Payment in the form of wages for all employees require department, division, and budgetary approvals before assignments are posted into the SCT Banner System.
               Payroll calendars are available at www.rowan.edu/payroll
     14.01.01     BW PAYROLL

            BW payrolls regularly include faculty, support staff, part time employees, administration, overloads, salary vouchers, and summer session contracts.
Each semester wages are paid for overload contracts and salary vouchers. Overload wages are disbursed twice a semester according to pay dates which are established by the Provost Office at the beginning of 
each semester. Salary vouchers are paid on the first pay date after the completed voucher arrives in Payroll Services and each consecutive pay date until the end date of the voucher. Overloads and salary vouchers are processed concurrently with other wages on a single BW payroll check.
Wages for summer contracts are paid bi-weekly according to the dates specified by the session contract as established by the Provost’s Office. Summer session contracts are processed concurrently with other wages and combined on a single BW payroll check.
 14.01.02     BS PAYROLL
 BS payrolls regularly include positive input for student employees which      include IWS, FWS, Graduate Students, Resident Assistants, and Resident Hall Directors for pay periods ending two weeks prior to pay dates. Time sheet input is required for the BS payroll processing.

14.02      TIME SHEETS
Payroll Services distributes time sheets each pay day. Full-time, part-time, and student time sheets have scheduled distribution weeks that coincide with the scheduled pay days. 

Staff employees without time-stamp cards, must complete bi-weekly time sheets reporting actual working hours, leave time, holidays, and other similar occurrences. The bi-weekly time sheets are processed with a two-week delay for those employees whose time is not entered electronically by departmental authorized personnel. Bi-weekly time sheets are processed 
                up-to-date, for those employees whose time is entered electronically.


Convert the working hours from minutes to hundredths by using the rounding     chart below. For example, if the working hours equal 5 hours and 25 minutes, then the total working hours to be entered on the time sheet are 5.50 hours. This creates a more uniform and precise calculation of all working hours.
                                     MINUTES

   HUNDREDTHS
                      00-06  


     .00

                                  07-23


     .25

                                  24-38


     .50

                                  39-52


     .75

                                  53-59


   1.0

14.02.01 ACCURACY OF TIME AND SUMMARY SHEETS
 Time worked and leave time is recorded on a daily basis and employees must properly document the hours on their time sheets and summary sheets. All time entries must be carefully reviewed for accuracy by employees before submitting time sheets to supervisors for approval and signatures. Supervisors must examine all entries, ascertaining that they represent an actual statement of hours worked and leave time prior to affixing his or her signature to the documents.  

14.02.02  COLLECTION OF TIME AND SUMMARY SHEETS
Completed time and summary sheets are due in Payroll Services by noon on the due date stamped on the time sheet. Late or corrected time sheets and summary sheets are processed on the next scheduled pay date. Electronic time entries are due by Friday noon (Thursday noon for summer hours) and adjustments are due by Monday noon before the scheduled pay date.

14.02.03  FALSIFICATON OF TIME RECORDS
Employees who intentionally falsify official time records will be subject to disciplinary action. This includes employees who time stamp other co-workers time cards.  

14.02.04  EMPLOYEE ATTENDANCE AND LEAVE REPORTING
All employees paid on a biweekly scheduled payroll, report work 

attendance and leave time on time sheets and/ or summary sheets for two week time periods.
· Once student job information and W-4 is entered 

into Banner, the initial time sheet is processed and can be obtained from Financial Aid. A TIME SHEET MUST BE RECEIVED BEFORE STUDENTS BEGIN WORKING. Students report working hours on bi-weekly Student Time Sheets and their work schedule is limited to 20 hours per week while classes are in session and 32 hours per week when classes are not in session.
·    Faculty and administration report working hours and leave time on bi-weekly Recap Time Sheets.

·    Part-time and classified employees report working hours and leave time on bi-weekly Time and Attendance Reporting Time Sheets.

14.03
  LEAVE ACCRUALS
       Employees receive paid vacation, sick, and administrative leave based upon
        their eligible employee class and years of service.

14.03.01     FIRST YEAR ACCRUALS
During the first month of employment, employees hired between specific days of the month accrue leave accordingly and in relationship to their eligible employee class.
· Days 1-8 accrue 1 day of sick and vacation time.

· Days 9-23 accrue ½ day of sick and vacation time.

· Days 24-31 do not accrue any vacation or sick time.

· A classified employee must work a full month to accrue ½ day of personal time.

14.03.02 SECOND YEAR ACCRUALS AND ADDITIONAL YEARS
On January 1 of the second calendar year, employees receive a full year’s sick and vacation allowance in advance based upon their eligible employee class.

In the beginning of the fiscal year, Non-teaching Professionals who are not members of the AFT are credited with a full year’s vacation and sick time in advance based upon their eligible employee class.

In the beginning of the fall semester, Teaching Professionals are credited with a full year’s sick time in advance based upon their eligible employee class.

14.03.03 ACCRUAL HOURS CARRIED FORWARD
All employees are permitted to carry sick days forward indefinitely.

Earned unused vacation days may be carried forward into the next succeeding year, but may not exceed one year’s worth of vacation entitlement.

Personal days for classified employees must be utilized within each year and are not permitted to be carried forward to the next year.

Compensation days are not subject to leave accrual.

14.04 OVERTIME AUTHORIZATION FORMS
         Overtime requests must be submitted prior to employees working the scheduled hours, and are obtain from Human Resources. Forms must contain appropriate signatures from the department head, division head, Human Resources, and Budget. A signed copy must be sent to the originating department before the department head approves the scheduled overtime hours. Also, the Overtime Authorization Form must be attached to the time sheet that is submitted to Payroll Services. Only employees with completed Overtime Authorization Forms will be paid for scheduled overtime. Facilities, Public Safety, Residence Life, and Student Center Departments manage their own overtime documents.
14.05
    PAYROLL ADJUSTMENTS AND OVERPAYMENTS
14.05.01     PAYROLL ADJUSTMENTS
Off cycle issuance of pay checks transpire when a payroll processing error affects the timely processing of an employees’ check. Any departmental adjustments or oversights will be processed in the next scheduled pay cycle.

Upon notification from The Office of Human Resources of a deceased employee, Payroll Services will issue an off cycle check to the Estate of the employee. This check will include final wages and accrued vacation time. A W-2 will also be issued to the Estate of the employee at the end of the year.
14.05.02 OVERPAYMENTS
In the event that employees are overpaid, they are responsible for contacting Payroll Services regarding the matter. 

If an employee is no longer employed by Rowan University, he or she must make an immediate reimbursement of the wages. Upon reimbursement of the overpayment, Payroll Services will adjust the employee’s payroll records.
If an employee is an active employee, Rowan University will withhold the overpayment from his or her consecutive pay checks.

14.06     PAYROLL DEDUCTIONS
14.06.01     TAXES AND VOLUNTARY DEDUCTIONS
Payroll Services processes mandatory deductions from employees’ paychecks in compliance with governmental regulations and processes voluntary deductions in accordance with the employees’ 
elections. These deductions include all applicable statutory tax deductions, but they are not limited to federal and state income tax withholding and FICA taxes.
Payroll Services is also responsible for tax payments and deposits 
arising from salary and wage payments and for associated tax 
reports.

Students are not subject to FICA taxes when enrolled in 6 or more credit hours during the Fall and Spring semesters and 12 or more credit hours during the Summer semester.
All employee records are defaulted to pay New Jersey State taxes. Pennsylvania residents must complete a Non-Resident Form to terminate the New Jersey State taxes and activate the Pennsylvania State taxes

14.06.02 WAGE ATTACHMENTS AND LEVIES
Rowan University is required by law to execute all legal wage assignments such as tax levies, garnishments, bills of child support, or other court ordered wage attachments. These wage attachments may be executed with or without the employees’ consent.

Court ordered wage attachments and federal and state levies will be deducted based upon the information provided by the court or agency. The deduction will begin on the scheduled pay date immediately following the receipt of the wage attachment or levy, or as otherwise specified in the document.
14.07        PRINTED PAYCHECKS
  Pay checks are distributed in the Bole Administration building to departments in accordance to the Payroll Calendar’s scheduled pay dates:

· Fall and Spring semesters on Friday from 9 am to 9:30 am 
· Summer semester on Thursday from 3 pm to 3:30 pm 
   Payroll Services prepares paychecks for distribution destinations according to        the method requested by the employees. Pay checks are mailed, or distributed through authorized departmental representatives.

Payroll Services only releases pay checks to authorized departmental representatives and to addressees who provide photo ID’s as proof of identity. Other than authorized departmental representatives, no individual is authorized to pick up paychecks for other employees. 

14.07.01     DEPARTMENTAL PICK UP
                         Authorized departmental representatives are required to sign a check distribution list before checks are released. Every Fall semester, this list is updated through Check Signature Cards.

                         Checks are only distributed to individuals present to sign the Check Sign-Out Sheet. All remaining checks must be returned to Payroll Services on the date and time indicated on the Check Sign-Out Sheet.  All checks are locked in a fireproof safe at the end of the day.
                         Departments are not authorized to mail employees’ paychecks.
14.07.01 INDIVIDUAL CHECK PICK UP
Employees may pick up their personal paychecks according to the following guidelines:
· Fall and Spring semesters after 3 pm on Friday

· Summer semester after 4 pm on Thursday

· Any time during the week other than the established Thursday and Friday times.
Individual check pick up also complies with the policy of check distribution only to addressees who provide photo ID’s as proof of identity. No individual is authorized to pick up paychecks for other employees. 
      14.07.03     UNCLAIMED PRINTED CHECKS
Unclaimed checks must be returned to Payroll Services at the end of the scheduled pay day. These checks will be distributed during the week or forwarded to employees’ home address one month from the check date printed on the Check Sign-Out Sheet.

14.07.04      MAILING OF PRINTED CHECKS
      Employees must complete an Authorization for Mailing Paycheck 

Form before Payroll Services defaults their paychecks for permanent or temporary mailing. 
Employees who have terminated their employment at Rowan 
 University or have an emergency request for a one-time mailing must   choose one of the following procedures.

· complete the Authorization for Mailing Paycheck Form.

· email from their Rowan Address, two individual Payroll Services employees with this request.
· Fax this request to Payroll Services.
If an alternative method other than the Authorization for Mailing    Paycheck Form is used that request must include the following information.
· First and last name
· Rowan ID
· Social Security Number
· Current Address
· Employee’s signature
14.08       DIRECT DEPOSIT
                Employees, who choose direct deposit as their distribution method, may select

automatic deposits with one or two banks for a maximum of three accounts. In the case of split accounts, a flat dollar amount must be deposited into one account with a remaining 100% deposit into the second account. In a three way split, a flat dollar amount must be deposited into two accounts with a remaining 100% deposit into the third account.

Employees are encouraged to view their pay stub information bi-weekly through www.rowan.edu/paystubs  or through Banner Self-Serve since no Direct Deposit documents are mailed.

14.09        CHANGE OF ADDRESS

Employees may change their home address through Payroll Services by completing a Change of Address Form or through Banner Self-Serve once it becomes available.

14.10        SALARY DEFERRAL
Employees on a ten-month contract may defer a portion of their contract earnings through ABCO Federal Credit Union’s Summer Pay Club. Employees opting to enroll in this service must contact the credit union each year to participate.

If employees prefer to schedule their own deferral plan, this may be established through a defined dollar amount directly deposited into a
personal savings or checking account. Employees opting to enroll in this service must complete a Direct Deposit Form through Payroll Services.

14.011       SALARY ADVANCE
              Payroll Services does not issue Salary Advances.

14.12      FRINGE BENEFITS
              Under Federal Tax Laws, personal use of Rowan University provided vehicles is considered taxable wages and is subject to all appropriate income taxes. If an employee uses a Rowan University provided vehicle for both business and personal use, the employee must account for the business use to ensure that all required taxes are recorded and withheld.
      14.12.01     USE OF ROWAN UNIVERSITY VEHICLES
            The Internal Revenue Services Code states that the personal use 

             of an employer-provided vehicle and /or use of driver services is

             taxable to the employee as a non-cash fringe benefit. “Personal  use” includes commuting to and from work as well as personal travel. 
Business use is determined by documenting mileage, time and place of travel, and purpose of the trip. Any non-business usage is defined by the Internal Revenue Code as personal use and must be included as income.  

     14.12.02      REPORTING VEHICLE USAGE

To ensure that timely and accurate information is included on each 

W-2, Rowan University employs the “Special Accounting Rule” for reporting this fringe benefit. This means that vehicle usage records are reported on a twelve-month period beginning November 1st each calendar year and extending through October 31st of the taxable year. For example, if the current taxable year is 2007, the travel period is November 1, 2006 through October 31, 2007, and this information is reported on 2007 W-2 document.
On November 1st of each year, a log reporting the summary of business and personal miles must be received by Payroll Services. If an employee terminates prior to November 1st, the mileage summaries must immediately be reported to Payroll Services. A Vehicle Reporting Usage Form is available in Payroll Services.
Payroll Services will apply the personal use value to Federal Wages, Social Security Wages, New Jersey Wages, and/or Philadelphia Wages.
14.13      PAYROLL PROCESSING
Time sheets are submitted to Payroll Services for entry into the Banner System (either automatically from op-scan sheets, departmental entry, or manually from physical sheets).  Since the payroll is prepared and processed by the University for all Rowan employees, the payroll coordinator runs payroll trials on a daily basis to verify the reasonableness of the current period’s payroll expense (i.e., reviewing total hours worked, total employees being paid, etc.).  Additionally, several data test runs are performed online to generate an exception report to further ensure that the period’s payroll is reasonable.  The exception/edit reports consist of disposition processes that include PHRDERR & PHRDCON reports.  
Payroll Services and Human Resources have access to the Banner System to make appropriate changes. The PHAHOUR screen is reviewed as well as the PHRDERR, PHICHEK, PHRPREG, & PHRDCON reports to ensure that the changes made by Payroll Services or Human Resources produced accurate output. 
Processes are recorded on the payroll processing sheet.  PHRDERR report lists all employees in an error status and identifies specific error. Employees listed on this report may still receive a paycheck depending upon the specific error. Payroll Services attempts to resolve the errors generated during the trial runs before the final payroll.  Time sheet checks are also performed to ensure that all employees have submitted accurate time sheets for each payroll period.  If a time sheet has not been submitted, the employee is contacted and reminded that the time sheet is due. Payroll Services also reviews all time sheets to ensure that they have been signed and approved by the appropriate supervisors.  If a timesheet has not been approved by a supervisor, it is returned to the Department to receive approval. 
The payroll coordinator reconciles all payroll processing data on a Reconciliation Sheet. Once all employees reach a disposition 70 status, checks and direct deposits are processed, and the finance feeds PHPFEXP and NHPFIN2 are submitted, and all appropriate departments are notified.
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