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The Board shall annually adopt a salary schedule for services rendered by certificated and classified personnel. Conditions of employment shall meet all requirements of the District and applicable Oregon law. Contracts shall be in writing and signed in duplicate by the employee and by the Superintendent on behalf of the Board. This policy governs salary placement, contract issuance, pay periods, standard payroll deductions, and related payroll administration.
I. Salary Schedule
Placement on the salary schedule is determined by verified education level (degree and additional credit hours or endorsements held) and years of creditable experience, expressed as a step. The Board adopts the salary schedule annually by resolution. The current schedule is maintained by Human Resources and published to staff at the start of each contract year.
II. Contracts
By the date specified in the District payroll calendar, the District shall tender a new contract for the ensuing school year to each certificated employee who was on the payroll at the beginning of the current school year and who has not resigned or been terminated, or shall provide written notice of non-renewal. Contracts for classified staff shall be issued in accordance with applicable Board policy and any negotiated agreement.
III. Pay Periods and Pay Dates
Employees are paid on a semi-monthly basis in accordance with the payroll calendar adopted annually by the Board. Pay dates may be adjusted around holidays or the start and end of the contract year; the current calendar governs in all cases and supersedes any prior year’s schedule.
IV. Standard Payroll Deductions
Federal
	Deduction
	Code
	Basis

	Social Security
	FICA
	Federal payroll tax funding Social Security, withheld at the rate set by federal law.

	Medicare
	MEDFICA
	Federal payroll tax funding Medicare, withheld at the rate set by federal law.

	Federal income tax
	FED W/H
	Withheld according to the employee’s Form W-4 on file with Human Resources.



State
	Deduction
	Code
	Basis

	Oregon income tax
	OR W/H
	Withheld according to the employee’s Form OR-W-4 on file with Human Resources.

	Statewide Transit Tax
	OR STT
	Withheld from all wages at one-tenth of one percent (0.1%) as required by Oregon law. Not subject to employee exemption.

	PERS/OPSRP
	PERS
	Public Employees Retirement System contribution. Rate and employee/employer share are determined by the employee’s PERS membership tier and position classification.


Additional deductions may apply based on an employee’s benefit elections, supplemental retirement contributions, or garnishments, in accordance with plan documents and applicable law.
V. Overtime — Non-Exempt Employees
Non-exempt classified employees shall be compensated at one and one-half (1.5) times their regular rate of pay for hours worked in excess of forty (40) in a single workweek, in accordance with the Fair Labor Standards Act. Non-exempt employees are required to accurately record all hours worked using the District’s approved timekeeping system. Overtime must be authorized in advance by the employee’s supervisor.
VI. Direct Deposit
Employees shall enroll in direct deposit as the standard method of payment. Enrollment or changes require a signed direct deposit authorization form submitted to Human Resources along with a voided check or bank letter verifying routing and account information. Changes take effect no sooner than the following pay period.
VII. Payroll Corrections
An employee who believes a payroll error has occurred shall report the discrepancy to Payroll in writing as soon as possible. Payroll shall investigate and, where an error is confirmed, issue a correction in the next available pay cycle or by off-cycle payment where the amount and circumstances warrant it, at the discretion of the Payroll Director.
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