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Paycheck Policies and Procedures


Purpose

This document sets forth policies and procedures that pertain to handling and distributing University payroll checks. 

Designation of Paycheck Distribution Staff

It is the responsibility of each Department Head to assign a staff person the task of distributing paychecks. If possible, a back-up person should also be selected.

Separation of Duties

The designated distributor of paychecks should not be the same individual who prepares and maintains department payroll transactions and records. Payroll duties are to be properly separated as a primary internal audit control intended to prevent or decrease the risk of errors or irregularities. No single individual should have control and/or responsibility for all phases of payroll processing and payroll transactions. 

In the event that a department lacks sufficient personnel to separate payroll responsibilities, the department head may wish to discuss alternative control measures with the Assistant Vice-Chancellor for Human Resources, 545-0360. 

Distribution of Payroll Checks/Advices

· A payroll check may not be released to an employee prior to the check’s issue date.  

· The person who distributes the paychecks should verify that the paychecks correspond 


to a payroll roster/list of employees in the department.

· Employees may sign a log signifying receipt when they pick up their paychecks. Logs 


are 
effective in departments with a large number of employees and/or high turnover.

· If you receive a payroll check or advice for someone who does not work in the 


department, call the Payroll Office immediately, 545-3761.

Deliver paychecks directly to individual employees. If an employee is not available, 


follow the procedure below:

a. Employee is temporarily out of the office – Secure the paycheck in the depart-


ment until the employee can retrieve it.

b. Employee is taking time off – Hold the paycheck in a secure facility, such as a 


vault or locked drawer, until the employee returns or mail the check to the 


employee’s home. 

c. Employee wants another person to pick up his or her paycheck – The employee 


must provide the department with a written statement that names and authorizes 


a particular individual to retrieve his or her paycheck and the effective date(s) 


for the authorization.  

· Paychecks should never be left on desks or otherwise unattended.

Undistributed Paychecks

If after a period of three working days, personal delivery of a check has not been made, the department should send the check by certified mail to the employee’s home address.  

If it is known beforehand that the person would not be able to obtain the check within the three day period, the check should be mailed at once (as in cases of prolonged illness, vacation, sabbatical leaves, etc.). 

Checks Issued in Error

If a check has been issued in error, the department should promptly return it to the Payroll Office, Room 325, Whitmore Administration Building with a memorandum of explanation signed by the department head. 

Missing Paychecks/Advices

If a payroll check/advice is not received for an employee who worked during the current pay period, the department payroll representative should promptly call the Payroll Office, 545-3761 for assistance. 

Lost Paychecks

In the event that an employee receives but loses his or her payroll check, the employee should immediately contact the Payroll Office, (413) 545-6120. A Stop Payment Form will be completed and sent to the University Treasurer’s Office. The Treasurer’s Office is responsible for issuing a replacement check which is mailed to the employee’s home address. If the employee finds the check after reporting it lost, he or she should immediately call the Treasurer’s Office, (413) 587-2050 for assistance.  

Check Issued to the Wrong Department

If you receive a check for an employee not assigned to your department, please contact  Human Resources immediately at 545-6119.

Withholding Checks for I-9 Completion

The University is required by law to comply with the Immigration Reform & Control Act of 1986, Pub. L. 99-603 (8 USC 1324a). This law is intended to control the unlawful employment of persons who are not authorized to work in the United States. As a result, all new employees hired by the University must establish their personal identity and employment eligibility by completing an  XE "I-9 Form" I-9 form. 

The I-9 form will be kept by the employer and made available for inspection by officials of the U.S. Immigration and Naturalization Service, the Department of Labor and the Office of Special Counsel for Immigration Related Unfair Employment Practices.

An individual may not begin employment unless this form is completed, since employers are subject to civil or criminal penalties if they do not comply with the Immigration Reform and Control Act of 1986.
If an employee begins working without an I-9, the Payroll Office will hold the employee’s paycheck(s) until his or her employment eligibility has been established and the necessary documents have been reviewed/completed and submitted to the Payroll Office. 
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