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Payroll Procedures

Central Offi ce 

Certifi ed personnel will be paid the 15th of each month. The following support personnel will be paid 
the 15th and 30th of each month: central offi ce, maintenance, bus shop, and custodians. If the date of 
pay falls on a weekend or a banking holiday, employees will be paid on the last business day prior to 
the date of pay.

Payroll procedures shall be as follows:

1.  All certifi ed personnel and support personnel (not listed above) will be paid in 12 equal installments.
2.  Support personnel (listed above) will be paid in 24 equal installments.
3.  Food Service personnel will be paid in 20 equal installments.
4.  During the fi rst year of employment with Hawkins County Board of Education, new certifi cated 
    employees will receive 13 equal installments starting August 30, and resuming on the 15th of the 
    month thereafter.
5.  Career Ladder Performance payments shall be paid in 2 equal installments annually. Payment will 
    be made on the pay date following the collection of career ladder funds from the state.
6.  Extended Contract payment for work done throughout the school year will be paid out in June. Ex-
    tended Contract payment for work done during the summer will be paid out in July.

No advance payments of salary shall be made. Upon resignation or retirement of school personnel, fi nal 
salary payment shall be withheld until all records and assets in custody of the employee are satisfactory 
transferred to his successor or another designated person.

Employees must participate in direct deposit for payroll purposes. Employees must provide their direct 
deposit information to the Payroll Department a minimum of 10 days prior to the date of pay. This in-
cludes new employees and current employees wishing to change fi nancial institutions.

Employees will be able to receive their paystubs and W-2s online.

Specifi c approval by the Board of Education is required for payroll deductions, except as otherwise 
provided by law.
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