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The  Board authorizes t he  VP Administ rat ion to administ e r t he  College 's payroll 
t ransact ion funct ions. 

 

2.17 - Payroll Administ ra t ion - Proce dure  

Sect ion:            Finance  
Subject :            Payroll Administ rat ion 
Procedure :      2.17 
Approved:       September 12, 2000 
Reviewed:       May 21, 2013 
Revised:           November 1, 2015 

Human Resources is a significant  part  of College  operat ions.  It  is imperat ive  t hat  all 
employees are  t reat ed fairly and consist ent ly across t he  Regional College  
syst em.  There fore , it  is necessary t hat  t he  VP Administ rat ion be  involved in any issues 
regarding payroll.  

All t ransact ions re lat ing to payroll are  t o be  init iat ed and approved by the  VP 
Administ rat ion. 

Advance s  

Employees may be  issued a cash advance  up to half of t he ir e st imated monthly aft e r-
t ax income.  Cash advances will be  paid on the  10th of t he  month.  All cash advances 
and changes t o advance  amount s are  t o be  approved by the  VP Administ rat ion be fore  
payment . 

Mont hly Payro ll 

All employees will be  issued a monthly salary on the  25th of t he  month.  If t he  25th falls 
on a weekend or holiday, t he  pay will be  issued on the  last  working day prior t o t he  
25th.  All payroll informat ion is t o be  approved by the  VP Administ rat ion prior t o 
submission to payroll. 



Pre para t ion of Payro ll 

The  Accountant  will prepare  t he  payroll and ent e r all informat ion into t he  payroll 
software  package.  Time  shee t s are  t o be  ve rified for necessary approvals.  Draft  
payroll regist e r is t o be  print ed and forwarded (with all backup documentat ion) t o t he  
VP Administ rat ion for ve rificat ion be fore  post ing. 

Che cking of Payro ll 

The  VP Administ rat ion or VP Finance  will review the  draft  payroll regist e r for accuracy 
and make  re levant  correct ions. 

Aut horiza t ion of Payro ll 

The  VP Administ rat ion or t he  VP Finance  will authorize  t he  payroll be fore  e lect ronic 
submission. 

Manual Payro ll Che que s 

A manual cheque  may be  issued if circumstances warrant .  Management  must  
authorize  any manual cheques. 

Time  She e t s  (Hourly Paid St aff) 

• Time shee t s are  t o be  submit t ed by the  20th of t he  month.  They will be  
reviewed and approved by the  immediat e  supervisor. 

• If t he  t imeshee t  is not  submit t ed, t he  employee  will not  be  paid. 

J ournal Ent rie s 

• Journal ent rie s will be  recorded monthly t o se t  up the  payroll amount  in t he  
general ledger.  

• The  month-end journal ent ry is t o be  reconciled with direct  deposit  t ot als 
monthly.  

• Journal ent rie s are  t o be  post ed to t he  general ledger by the  second working 
day of t he  following month. 

• The  journal ent ry is t o be  reviewed by the  VP Finance  and approved. 

Mont hly Re mit t ance s for Re ve nue  Canada  

• Monthly remit t ances must  be  paid by the ir due  dat e  as se t  by Revenue  Canada 
Taxat ion, without  except ion. 

• Cheque  requisit ions are  t o be  approved by the  VP Administ rat ion or VP 
Finance . 

• The  payroll st atutory deduct ions account  is t o be  balanced monthly t o ensure  it  
is in agreement  with t he  general ledger.  Revenue  Canada Taxat ion sends a 



monthly rece ipt , which needs t o be  ve rified t o ensure  t he  payroll deduct ions 
were  deposit ed t o t he  right  account . 

Employe e  Be ne fit s  

• The  VP Administ rat ion will init iat e  and approve  any employee  changes. 
• In-scope  employees will rece ive  benefit s as specified in t he  current  Collect ive  

Agreement . 
• Out -of-scope  employees will rece ive  benefit s as approved by the  Board of 

Directors. 
• Benefit  remit t ances are  t o be  balanced mont hly with t he  general le dger 

account  and reconciled t o t he  benefit  carrie r st at ement .  
• Remit t ances are  t o be  paid by the  carrie r due  dat e . 
• Cheque  requisit ions are  t o be  approved by the  VP Administ rat ion or t he  VP 

Finance . 

Payro ll Corre sponde nce  

• Any correspondence  affect ing payroll will be  reviewed with t he  VP 
Administ rat ion or VP Finance  prior t o issue .  

• The  VP Administ rat ion will be  copied on all correspondence . 

  


