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POLICY TITLE:
Payroll Deductions for Salaried Employees
POLICY NUMBER:
2325
2325.1 Employees paid on a “salary basis” regularly receive a predetermined amount of compensation each pay period. Subject to the exceptions listed below, a salaried employee will receive his/her full salary for any workweek in which he/she performs any work, regardless of the number of days or hours worked. A salaried employee may not be paid for any workweek in which he/she performs no work, subject to the District’s benefits programs and policies.

2325.2 No deductions from salary may be made for time when work is not available, provided the salaried employee is ready, willing, and able to work. Deductions from pay are permissible when a salaried employee:

· Is absent from work for one or more full days for personal reasons other than sickness or disability;

· Is absent for one or more full days due to sickness or disability if the deduction is made in accordance with a plan, policy, or practice of providing compensation for salary lost due to illness;

· Is absent for military duty and performs no work during the time off; 

· Works less than a full week during the initial or final week of employment; 

· Violates safety rules of major significance; or

· Violates written workplace conduct rules applicable to all employees and is suspended without pay for one or more full days.

2325.3 It is the District policy to comply with these salary basis requirements. Therefore, the District prohibits all employees and managers from making any improper deductions from the salaries of exempt employees. The District wants employees to be aware of this policy and know that the District does not allow deductions that violate federal or state law.

2325.4 If you believe that an improper deduction from your salary has been made, you should immediately report this information to your direct supervisor.

2325.5 Reports of improper deductions will be investigated promptly. If it is determined that an improper deduction has occurred, you will be promptly reimbursed for any improper deduction made.
2325.6 Every employee is required to submit a Form W-4 at the beginning of each year to direct the payroll staff to make appropriate federal and state income tax deductions. 
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