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Salary Deductions

The function of the Business Services and Human Resource Services Departments is to
accommodate the needs of the employees within the framework of a sound management system.
Staff members should be given the opportunity to understand the system for calculating salaries,
for making deductions, and for paying employees. Salary deductions and calculations should be
explained on each check for each pay period.

It is the employee's responsibility to notify the Payroll Department in writing should (s)he wish
to change deductions. Deductions shall be made or changed only when the proper-signed written
authorization is received by the Payroll Department.

REGULATIONS:

1. Deductions shall be made from the paychecks of all employees for retirement (Public
Employees’ Retirement Association), Medicare, and federal and state income tax in
keeping with federal and state requirements.

2. If an employee is leasing District housing (i.e. house, apartment, trailer, or trailer space),
the monthly rent will be deducted from the monthly paycheck. If the paycheck to be
received is not sufficient to cover the cost of the rent, the employee will be responsible
for making payment to the Business Services Department.

3. When a court order for garnishing an employee's wages is received by the Payroll Office
requiring a deduction from that employee's paycheck, the Payroll Office is authorized to
deduct that amount. When the Payroll Office receives documentation to deduct this
amount, that office will contact the employee in a timely manner to let him/her know the
amount that will be deducted and when the first deduction will be made. In no case will
the Eagle County School District be liable for deductions that must legally be taken from
an employee's paycheck.

4. If money owed to the District for incidental items (e.g. travel reimbursements) is
deducted from an employee's paycheck and that amount is less than $5.00, a total of
$5.00 will be deducted from the employee's check for this service. In other words, if the
employee owed the District $2.43, $5.00 would be taken from that employee's paycheck.

5. Salary deductions shall be made for absences not covered by leave policies adopted by
the Board of Education. Such deductions shall be calculated on the basis of the
employee's work year.

6. If a certified employee has a deduction from his/her salary for leave without pay that is in
excess of three days, (s)he may request that the Business Services Department withhold
that amount in two or three consecutive paychecks rather than in one paycheck. This
option will only be allowed if the certified employee has accrued more salary than (s)he
has been paid.
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(Optional Deductions) The following deductions are optional:

7. Section 125 Cafeteria Plan benefit deductions.

8. Employees will have the opportunity to enroll in employee-purchased insurance or tax-
sheltered annuity programs. A minimum of ten (10) employees must be enrolled with
any one company in order to qualify for payroll deductions.

9. Professional dues may be deducted from employee's salaries. Professional dues may be
deducted in accordance with the policies of that professional organization.

10.  Employees may choose to enroll in the Public Employees' Retirement Association
Survivors' Insurance, Life Insurance, or 401(k) programs.

11. Those staff members choosing to take part in the health, dental, and/or vision care plan
must have the appropriate monthly premiums deducted from their salaries.

12.  Classified employees working fewer than twelve months per year may choose to have
their summer months' insurance deducted over the course of their annual employment so
as to make the deduction comparable from month to month.

13.  All other deductions shall require permission of the employee.

(Other)

15. Upon employment, new employees will be required to attend a new employee orientation
meeting and complete the salary deduction forms. Continuing employees will need to
make the Payroll Office aware of any modifications in their deductions on or before the
first of the month if they wish to have that change initiated with the following paycheck.

16.  The Payroll Office shall inform employees as to changes made in any area of mandatory

or optional deductions not initiated by the employee. This communication shall take
place in a clear and timely manner.

CROSS REF.: GDBD, Classified Staff Fringe Benefits



