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General

County College of Morris full and part-time employees, student employees, temporary
employees, adjuncts and Workforce instructors hired by the County College of Morris are paid
for their services via the college's internal payroll system "Colleague." The college's payroll
PROCEDURES are guided by the following union agreements: Faculty Association of the
County College of Morris, Academic Administrative Personnel Federation, United Adjunct
Faculty and County College of Morris Staff Association, as well as Board approved
PROCEDURES for Management and Administrative Personnel at CCM and the Career Office
and Federal Guidelines for Student Workers.

All payments to employees (full and part-time), temporary employees, adjuncts, CPP instructors
and students are considered income by the Federal Government Internal Revenue Service Code
and must be paid through CCM's internal payroll system "Colleague." Also, tuition
reimbursements are processed through the payroll system.

Authority

Executive Vice President for Business and Finance
Director of Accounting
Director of Human Resources

Responsibility

Director of Accounting
Director of Human Resources
Manager of Payroll and Special Projects

Procedure
Workweek/Pay Periods

The College workweek begins at 12:01 a.m. on Thursday and ends at 12:00 midnight on
Wednesday. The County College of Morris has established bi-weekly payrolls for the following
employee pay classes:
a. Biweekly Payroll The biweekly pay period begins at 12:01 a.m. on Thursday and runs for
fourteen consecutive days. Employees are paid on Thursdays. Approved PTAA forms are due to
the Payroll Office by Friday. This payroll includes:

e Full-time Employees

e Part-time Employees

o Student Workers

e Temporary Employees
b. Biweekly Payroll — Adjunct Employees

e Fall and Spring: Payments are made biweekly in accordance with the collective

bargaining agreement and payroll calendar.
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e Summer and Winterim: Payments are made based on course start dates, course length,
and processing deadlines for both Adjunct and Faculty employees.

PAYCHECKS
Payroll Deductions

1. Taxes All Federal and State laws will be followed for proper deduction of taxes.
Employee earnings are treated as wages subject to taxation unless proper exemption
documentation is provided to the Payroll Office. Employees should review these
deductions periodically. Any discrepancies or questions should be directed to the Payroll
Department.

a. Employees must complete Form W-4 (Federal and State) to change income tax
withholdings. Employees claiming “exempt” status on Form W-4 must submit a
new Form W-4 before February 15 of the following year to maintain exempt
status. If a new Form W-4 is not received by February 15, withholding will begin
as if the employee is single.

b. Form W-4 is maintained in the Payroll Department.

2. Pre-tax Deductions Group health, dental, spending account programs, tax-sheltered
annuities, and retirement contributions are deducted on a pre-tax basis. State taxation
varies by jurisdiction.

3. Other Miscellaneous Deductions These deductions are taken on an after-tax basis.

4. Involuntary Deductions — Garnishment of Wages

1. Child Support and Tax Levies— The County College of Morris will recognize
court-ordered wage assignments as defined by applicable law and make the
necessary remittances to the appropriate agency.

First Paycheck

A. Masterfile —Paycheck Schedules
The Human Resources Department is responsible for adding new employees to the Colleague
payroll system and maintaining wage records and demographic data for all employees in the

system. New employees receive their first paycheck according to the guidelines below:
e Management and Administrative Employees

o CCMSA
o AAPF
o FACCM

Receive their first paycheck on the next payday after their start date, based on the number of
days worked before the pay date.
e Part-time and Temporary Employees Receive their first paycheck in the pay period
following receipt of their time records via the Web Time Entry System submitted to the
Payroll Office.
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o Student Employees Receive their first paycheck after completing two weeks of work, on
the next scheduled pay date.
Social Security (FICA) Exclusion for Students, The State of New Jersey and the County
College of Morris have entered into a Section 218 Agreement with the Social Security
Administration, which excludes enrolled students from FICA withholdings under the following
conditions:
e The service is performed in the employment of a school by a student who is enrolled and
regularly attending classes within that school district.
e The student must be employed at a school within the district where they attend classes.
e The student must maintain student status at the school, with employment being incidental
to pursuing a course of study.
Adjuncts
e Pay schedules are determined by Academic Affairs and the Payroll Department.
Payments are divided into equal installments based on the length of the course. The first
paycheck is received on the second pay in the September pay cycle (for Fall) and the first
pay in the February pay cycle (for Spring). Summer session pay cycles are determined
annually by Academic Affairs and the Payroll Department.
Workforce Instructors
e May be paid using periodic payments or monthly at the completion of the course, as
directed by the Workforce Development Department.

B. Payments - Authorization to Pay

Full and Part Time Emplovees:

The Payroll Department is authorized to pay full- and part-time employees, temporary workers,
and student workers based on approved Web Time Entry data or facsimile data received
electronically. Submitted hours are subject to approval by the respective supervisor. (See Payroll
Time and Attendance form procedures in the Business and Finance Procedures, (Procedure
#05.07.)

Adjunct Employees:

Adjunct pay is submitted to the Payroll Department by Academic Affairs. Workforce instructors’
pay lists are submitted to the Payroll Department by the Workforce Development Division.
Additional payments to full- and part-time employees are submitted on approved Work
Authorization Forms to Human Resources, which forwards the data to Payroll before processing.

Payment Discrepancies
The Payroll Team serves as a resource for employees and supervisors regarding pay
discrepancies.

e Short Pay (e.g., due to overtime omissions or errors on the Payroll Time and Attendance
form): The supervisor must contact the Payroll Manager with a corrected timesheet or
memo detailing the correction. The adjustment will be included in the next regularly
scheduled paycheck.

Date: Rev. 11/11/25
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e Overpayment, Underpayment, or Incorrect Rate: The employee should contact the
Payroll Office by phone or by email (payroll@ccm.edu) for clarification. All departments
are responsible for identifying overpayments and notifying Payroll Services. If an
overpayment occurs, the Payroll Manager will contact the employee to request a check or
other repayment arrangement. With written authorization from the employee, Payroll
may correct the overpayment in the next paycheck.

Salary Approvals

Salaries of all employees are approved by the Board of Trustees prior to the effective date.
Additional payments to employees and payments to adjuncts, Workforce instructors, and
temporary employees are also approved by the Board of Trustees.

C. Payments - Method of Pay — Direct Deposit

Employees must maintain a checking or savings account with any FDIC-insured financial
institution in the United States that supports direct deposit. Venmo, Cash App, Zelle, or
similar payment apps are not accepted for direct deposit. Employees are solely responsible for
immediately notifying the Payroll Office of any changes to banking information, including
account number, routing number, or account closure. Failure to do so may delay access to pay.

Direct deposit changes must be submitted using the CCM form “Authorization Agreement for
Auto Deposits” available on the CCM website (https://www.ccm.edu/for-employees/faculty-
and-staff-resources) or from the Payroll Office. The form must be accompanied by a voided
check or bank micro specification sheet and include an original wet signature. Forms sent via
email will not be accepted. Completed forms may be dropped off or sent via campus mail to the
Payroll Office in Henderson Hall.

New direct deposit setups or changes may require 1 to 2 pay cycles to take effect due to the
prenote period, during which the bank confirms the account information. Electronic ACH
transfers are submitted for posting on payday. The Payroll Office cannot control individual bank
posting times. Pay advices are available for viewing in Titan’s Direct approximately three days
before the deposit date and include gross pay, net pay, deductions for the period, and year-to-date
amounts. The deposit date is displayed on each pay advice.

The direct deposit authorization remains in effect until the Payroll Office receives written
notification from the employee to cancel or change it.

Changes in Other Deductions

Contact the Payroll Department to:
1. Reclass salary charges to a different department or expense account (memo required).
2. Add or discontinue union dues and other miscellaneous deductions, such as CCM
Foundation contributions.
Contact the Human Resources Department to:
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1. Change the department number or expense account to which an employee’s wages are
charged.

Add or change Salary Reduction Agreements.

Change pension vendors.

Process an employee resignation or retirement.

Initiate an extended leave of absence without pay.

bl

Payroll Timeline

The Payroll Department manages the payroll workflow to ensure efficient and timely processing.
It establishes payroll schedules and submission deadlines for payroll documents, assigns and
controls access to the payroll system, and enters or updates information as needed.

Managers must ensure required payroll documents are completed and submitted within
communicated timelines per policy or agreement. Employees are responsible for reviewing
payments and deductions and promptly notifying the Payroll Department of any discrepancies.
All procedures are maintained in the Payroll SOP Manual.

Salary Advances
Salary advances are not permitted.

Involuntary Deductions

The College is required by law to deduct specific amounts from an employee’s pay to satisfy
debts owed to federal or state agencies or creditors. This is accomplished by garnishing wages to
the extent required by law.

Common involuntary deductions include, but are not limited to:

o Federal or State Tax Levies

e Child Support Withholding Orders

o Creditor Garnishments

e Bankruptcy Orders

o Student Loan Collections

o Federal Agency Debt Collections
Upon receipt of a garnishment or levy, the Payroll Department will notify the employee. Wages
will be garnished in accordance with legal instructions and requirements.
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Final Checks

Employees terminating employment with the College will receive their final paycheck on their
regular payday. They will be paid for all hours worked and unused leave on the subsequent
biweekly payroll, in accordance with Union regulations and HR approval. Normal withholdings
will be applied to the final check where applicable and possible.

General Payroll Procedures for Grant-Related Work
Only the Grant Office may initiate a Work Authorization Form (WAR Form) for payments
from restricted funding sources.

Part I — Authorization

The Grant Technician creates WAR forms and verifies that proper account numbers are used.
Account numbers are established by the Budget Office at the request of the Grants team to
identify each project. The form is routed to the Project Director/employee for necessary
approvals. Once approved by the Dean/VP, the Grant Office conducts a final review. The
Director of Institutional Grants reviews the submission for accuracy and routes it to the Budget
Office, which is responsible for final funding approval.

Part II — Payment

Upon completion of the work, the employee certifies to the supervisor that the work meets
specifications. The supervisor verifies completion and ensures applicable time and effort forms
are submitted as required by the grant. The form is then routed to the HR Team for approval
before submission to Payroll for processing. Incomplete forms will not be processed.

The Grant team will communicate all deadlines to the payroll team to ensure grant compliance.
Additional notifications will be provided for Year-End and Fiscal Year-End deadlines as needed.
When stipulated by the grant, compensatory time may be paid prior to the end of the grant period
to maintain compliance.
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Segregation of Duties/Internal Controls

Segregation of duties exist between Human Resources and Payroll, reducing the risk of
erroneous or inappropriate actions through effective internal controls.

The College segregates duties for payroll processing and distribution in accordance with sound
internal control practices.

Pay rates are authorized by the HR Director. Raises exceeding the standard percentage
increase must be reviewed and approved by the President (or designee) or the
Compensation Committee.
Non-routine/stipend payments to employees follow the same authorization process as
standard increases.
Scanned copies of certain payroll-related records may be accepted as originals.
Timesheets are prepared biweekly for all hourly employees and salaried employees using
paid time off (PTO). Timesheets must be approved by the immediate supervisor or
designee.
Voluntary deductions must be authorized by the employee in writing or via email.
Ellucian Colleague Payroll software is used to:

o Accurately calculate gross pay and employer obligations.

o Track and classify employees by department.

o Code all related expenses to the appropriate GL account by the payroll

administrator.

Payroll payables are accrued in the general ledger using Ellucian Colleague to calculate
employer expenses for wages, taxes, and benefits.
Payroll accounts are reconciled monthly by personnel independent of check processing
and signing. All transactions are recorded in the appropriate period.

The College has the authority and responsibility to create, implement, monitor, modify, and
enforce operating procedures and internal controls consistent with this policy for the purposes of
payroll accuracy and integrity.

Minimum Payroll Review Requirements

Review names of those paid to identify terminated or unauthorized employees.
Review payment amounts to ensure reasonableness.
Review hours worked to validate they are appropriate for the role.

Internal Controls

IC1 — Hiring is authorized by someone other than the individual responsible for updating the
payroll master file.

IC2 — Employee pay rates are authorized.

IC3 — Stipends and non-routine payments are authorized.
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IC4 — Hours worked (including overtime) are authorized and appropriately documented.
ICS — Hours are accurately accumulated and processed.

IC6 — Voluntary deductions are authorized by the employee, with documentation maintained in
the personnel file.

IC7 — Gross pay and employer obligations are calculated correctly.

IC8 — Payroll costs are recorded in the appropriate general ledger accounts (e.g., operating
expense, inventory, capitalized assets).

IC9 — Unpaid payroll-related amounts are properly accrued in the general ledger.

IC10 — Payroll bank accounts are reconciled timely by someone independent of adding
employees or updating the payroll master file.




