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Payment of Wages
I. Purpose:  
The purpose is to provide a guideline for a pay schedule that complies with wage and hour regulations governing payment of wages.
II. Guideline: 
1) Payroll periods for EMS are bi-weekly, beginning on a Saturday and ending on Sunday.  Live paychecks and/or direct deposit information is distributed to employees on the Thursday following the end of the payroll period. 
a) Direct Dep. funds are available, and paychecks will be dated the Friday following the end of the payroll period.
b) If the normal payday occurs on a District-observed Holiday, paychecks will be distributed on the last working day preceding the holiday.

c) Pay will be accumulated as one of the following :

· Regular Pay

· Overtime Pay

· Holiday Pay

· Late time card pay

· Officer Pay

· Salary

2) Time cards are to be turned in time card box on the Monday following the end of pay period.  If time cards are not in box on Monday morning 08:00 then employee will have until the following 08:00 (Tues) to place them on the Office Administrator’s desk.

a) Time cards turned in late will be paid the equivalent of Reg. pay, the following pay period and marked as late time card.  

3) Payroll periods for POC Firefighters will be yearly.  Paychecks will be distributed in December of the year in which pay has been earned.

4) Payroll for Officers will be paid yearly. Paychecks will be distributed in May for the previous earned fiscal year.

5) Paychecks and/or direct deposit notifications will be either hand delivered, placed in employee mailbox or upon request, mailed to the employee.

6) Employees should immediately report paycheck discrepancies to the Office Administrator.

7) Employees are responsible for updating any address changes; tax withholding or banking changes to the Office Administrator.
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