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Payroll Administration Procedures
100.1 OVERVIEW
This policy is designed to state the guidelines and procedures for payroll and payroll related activities. The following guidelines and procedures apply to all employees.

100.2 GUIDELINES
1. Payment of wages in cash monies is prohibited.
2. An employee is defined as any person associated with the District that is compensated by monetary means for time spent serving the District.
(a) Full-time employee – any person who works 40 hours per week. Full-time employees can be hourly or salaried employees and are eligible for overtime, vacation pay and health benefits. Wages for full-time employees are to be determined by the Fire Chief per the NTFD Step Plan. Wages for the Fire Chief are to be determined by the NTFD Board.
(b) Full-time employees classified as Firefighters will be subject to a work period of 24 days for determining work schedules and calculating overtime. Under FLSA Section 207(k), a special exception is given to fire protection agencies which allow the option of calculating overtime pay using a work period of 7-28 consecutive days. The employee is paid overtime when the total hours in the work period exceed the limit found in this regulation. Overtime will be due when employees in this classification work in excess of 182 hours for the 24 day work period.
(c) Casual employee – any Firefighter or other department member who works less than 30 per week. Casual employees are paid on an hourly basis at a predetermined amount based on the job description. Casual employees are
not eligible to receive vacation pay or health benefits.
(d) Temporary employee - any Firefighter or other member hired for a temporary assignment. Employment will end when the assignment is complete. Temporary employees are eligible for overtime subject to the 40 hour work week. Temporary employees are not eligible to receive vacation pay or health benefits.
(e) Board members are paid a predetermined amount that has been approved during the budget process. Board members are elected officials and are not employees. They are paid through the payroll system due to IRS requirements.
3. Pay Periods - The following pay periods are applicable to NTFD:
(a) Monthly
(a) The monthly pay period begins on the first calendar day of the month and ends on the last calendar day of the month.
(b) Biweekly
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(a) The biweekly pay period takes place at two-week intervals and consists of a standard two-week work period.
(b) The two-week period is from 07:00 a.m. Saturday morning to 06:59 a.m. Saturday of the following week.
4. Payment schedules
(a) Monthly
(a) Payment is scheduled with the second biweekly pay date of the month.
(b) If this day is a holiday, then the payday is the first working day prior to that holiday, except for the New Year's holiday for which the pay date will be
December 31st.
(c) Only twelve monthly pay dates may occur within a calendar year.
(b) Biweekly
(a) Payment is scheduled for the first Friday following the close of the pay period.
(b) If the first Friday is a holiday, then the payday is the first working day prior to that holiday, except for the New Year's holiday for which the pay date
will be December 31st.
(c) A minimum of twenty-six and a maximum of twenty-seven biweekly pay dates may occur within a calendar year.
(d) For official pay date purposes, a non-working day is defined as any day that is a holiday, a Saturday, or a Sunday.

100.3 PROCEDURES
1. Approved accounting software must be used to process the payroll accounts, print paychecks, and create reports for required monthly, quarterly, and annual payroll taxes.
2. Hourly employees must record the number of hours worked each day on the ERS daily roster.
(a) Electronic and hard copies of all timecards are to be maintained.
(b) Hard copies are reviewed by an appropriate level of management and signatures of the employee and management must be acquired on all timecards.
(c) Timecards that include the following information must be maintained:
(a) Time worked or absences
(b) Vacation credit accrual, utilization, and balance in hours
(c) All overtime
3. All full-time, casual and temporary employees with the exception of board members are paid biweekly.
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4. Board members are paid monthly.
5. All employees will receive their pay through direct deposit, when available.
(a) Hard copy paychecks will be issued to an employee if the employee does not have a financial institution, elects not to use direct deposit or if there is an unforeseen circumstance which would delay the ACH or payroll process.
(b) In the case of ACH or payroll delay the employee will be notified as soon as possible of the hard copy paycheck distribution.
6. Sealed pay advices will be distributed to the employees unless the employee has asked that he/she not receive a paper copy of the pay advice.
7. Payroll distributions :
(a) Payroll distributions are dated with the official pay date.
(b) Distributions are released and become negotiable as of the date of the distribution.
(c) The actual release of the payroll distribution from the payroll office is predicated on the manner of distribution selected by the employee.
(d) The District offers several different distribution alternatives to employees.
(e) The following distributions are available:
(a) Direct deposit via ACH to an employee's bank account
(b) Hard copy payroll check mailed via U.S. Postal Service to an address designated by the employee
(c) Hard copy payroll check picked up from the office by an individual employee
8. Hard copy checks scheduled for individual pickup should be released the day of the official pay date.
9. Hard copy checks sent via the U.S. Postal Service are to be released to the Post Office so that they may arrive at the destination within 5 days of the official pay date.
10. Mandatory Deductions from Pay
(a) An employee is required to pay and the District is obligated to withhold mandatory deductions from an eligible employee’s pay, at prescribed rates, premiums and amounts for the following:
(a) Federal income tax
(b) Social Security
(c) Medicare
(d) State income tax
(e) Court ordered payments or garnishments
11. Optional Deduction from Pay
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(a) The District may make optional deductions from the employee’s pay for the following:
(a) Employee expenditures
(b) Health benefits
(c) Elective employee retirement contributions (401K, 457, IRA)
12. The District Administrator will review the pay and benefits information with each new employee. Mandatory and optional deductions at prescribed rates, premiums and amounts are processed to initiate enrollment and to begin payroll deductions.
13. For employees who are eligible to accrue vacation credit, records identifying vacation accruals, utilization, and balances must be maintained.
(a) Vacation accrual rates are to be set and approved by the Board of Trustees.
14. The Administrative Assistant will be responsible for entering the employee timecard information into the accounting program and ensuring that the appropriate levels of review/approvals have been obtained prior to processing the payroll disbursements. Once approved, the employee payroll disbursements and payroll tax transmittals (as outlined below) will be initiated by the Administrative Assistant. For specific step-by- step payroll processing procedures, refer to the Payroll Handbook. In the event that either the District Administrator or the Administrative Assistant is unavailable, either position will act as a back-up and complete the necessary procedures.

100.4 PAY FOR PERFORMANCE
1. Full and part-time employees are eligible for 2.5% compensation increases based on their matching Pay Step per the NTFD Step Plan and a level of Meets Expectation or higher on their annual evaluation.
2. See attachment: NTFD Step Plan (1).pdf

100.5 DEPLOYMENT/HAZARDOUS DUTY PAY
1. Current Full time or Part time employees assigned for deployment or hazardous duty will be temporarily re-assigned to a 40 hour work week subject to overtime after 40 hours.
(a) Salaried employees will have their salaried wages converted to an equivalent hourly rate and subject to overtime after 40 hours.
(b) Full time employees will continue to receive the same vacation pay and health benefits as normal.
2. Volunteer Firefighters will be hired as temporary employees during term of the deployment or hazardous duty assignment and subject to hourly wages and overtime after 40 hours.
3. Backfill personnel will receive applicable overtime per FLSA guidelines.
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4. Hourly rates may be set by the State of Utah Division of FFSL/FEMA annually and are subject to change.Hourly rates should reflect the same hourly rates paid to the employee during normal daily employment.
5. See attachment: Deployment Rate Chart.pdf

100.6 FEDERAL, STATE, AND LOCAL PAYROLL TAX DEDUCTIONS
This section provides accounting and payroll procedures for administering payroll tax withholding from employees.
1. Resident Status
(a) Wages paid to Utah state residents for services performed both within and outside the State are subject to federal and state income tax withholding.
(b) Wages paid to nonresidents of Utah for services performed inside the State are subject to withholding for federal and state income tax; only wages paid to nonresidents of Utah for services performed outside the State are exempt from state tax withholding.
(c) Utah does not distinguish between U.S. citizens, U.S. residents, and nonresident aliens with respect to State income tax withholding.
2. Wages paid are subject to Social Security tax and Medicare tax as provided in IRS Publication 15.
3. IRS Form W-4
(a) This form provides information for determining an employee's federal and state tax filing status and the number of allowances to claim for income tax withholding and must be completed by all new employees.
(b) This form also is used to request that additional tax be withheld each pay period or to request additional allowances for estimated deductions.
(c) Employees may modify their withholding status at any time during the year by filing a new Form W-4.
4. Exempt employees
(a) Follow current IRS guidelines. (b)
5. The Utah Withholding Schedules are used to calculate state income tax withholding.
(a) See Utah State Tax Commission Publication 14 for the applicable withholding schedules used in the accounting software.
6. The Percentage Method is used to calculate federal income tax withholding.
(a) See IRS Publication 15 for the applicable percentage method tables used in the accounting software.

100.7 REMITTANCE AND REPORTING OF TAX WITHHELD
1. Semi-Weekly Remittance to the IRS
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(a) As of 1/1/2013, the fire district is considered a semi-weekly depositor with the IRS.
(b) The employer’s portion of the Social Security and Medicare tax is to be calculated on the date of the pay date and submitted to the Internal Revenue Service, along with the employee Social Security, Medicare and federal income tax withholding, according to the semi-weekly depositor schedule.
(c) See the Payroll Handbook for remittance instructions.
2. Monthly Remittance to the Utah State Tax Commission
(a) As of 1/1/2015, the fire district is considered a monthly depositor with the Utah State Tax Commission.
(b) The employee’s state income tax withholding is submitted to the Utah State Tax Commission on a monthly basis.
(c) See the Payroll Handbook for remittance instructions.
3. Quarterly Returns
(a) Wage and withholding information is reportable on the appropriate Federal Form 941, Utah state Form TC-941E, and state unemployment Quarterly Wage Report.
(b) These reports contain information on employment insurance, covered wages and personal income tax withheld.
(c) Remittance for the state unemployment insurance is made quarterly with the Quarterly Wage Report.
(d) See the Payroll Handbook for remittance instructions.
4. Annual Reconciliation Returns
(a) All wages and applicable tax withholdings are to be reconciled annually.
(b) The quarterly IRS 941 reports must match the totals on the IRS W-2 and W-3 forms.
(c) The 4th quarter Utah State TC-941E form is considered the annual return.
(d) The totals on the 4th Quarter State TC-941E must match the totals on the IRS form W-3.
(e) See the Payroll Handbook for remittance instructions.
5. Members of the Fire District that are deemed “employees” by the Board of Trustees, shall have a W-2 form submitted showing wages earned, tax withholdings and appropriate reportable benefits.
(a) NOTE - Board of Trustees members will also receive a W-2 form for IRS reporting purposes only but are not considered employees per Utah State law.
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100.8 RECORDS RETENTION
1. Financial records for the current and previous year will be stored in the District Administrator’s office and filed by month.
2. All other financial records will be retained according to the State of Utah Records Retention Schedule http://www.archives.state.ut.us.

100.9 REFERENCES
The Little Manual for Local and Special Service Districts, prepared by the Utah State Auditor's Office.
Internal Revenue Service
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2.5 % Annual Step Plan
	
Position & Entry Wage
	

Post-probation
	
Start of Year Two
	
Start of Year Three
	
Start of Year Four
	
Start of Year Five
	
Start of Year Six

	Fire Department
	Year I
	Step I
	Step II
	Step III
	Step IV
	Step V
	Step VI

	NTFD
	
	
	
	
	
	
	

	Suppression - 48/96
	Captain	$16.00
	$16.80
	$17.22
	$17.65
	$18.09
	$18.54
	$19.01

	Suppression - 48/96
	Full-Time FF/DO	$15.50
	$16.28
	$16.69
	$17.10
	$17.53
	$17.97
	$18.42

	Suppression - 48/96
	Full-Time FF	$15.00
	$15.75
	$16.14
	$16.55
	$16.96
	$17.39
	$17.82

	
	
	
	
	
	
	
	

	Suppression
	Part-time FF	$13.00
	$13.52
	$13.86
	$14.20
	$14.56
	$14.92
	$15.30

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	District Administrator $24.79
	$26.10
	$26.75
	$27.42
	$28.11
	$28.81
	$29.53

	
	
	
	
	
	
	
	

	
	Admin Asst. - F/T	$15.00
	$15.75
	$16.14
	$16.55
	$16.96
	$17.39
	$17.82

	
	Admin Asst. - P/T	$13.00
	$13.52
	$13.86
	$14.20
	$14.56
	$14.92
	$15.30

	
	
	
	
	
	
	
	

	
	Fire Marshal-P/T	$13.00
	$13.52
	$13.86
	$14.20
	$14.56
	$14.92
	$15.30

	
	
	
	
	
	
	
	

	2.5 % per year based on Meets Expectations on their evaluation and Board approval in the


Note: The post probation increase (Step I) is based on a meets expectations rating on the initial (6 months) probationary evaluation. All further increases will become effective as of January 1st of the following calendar year based on a meets expectations rating on

Milestones	EMT	FF	WL
	
	FF Apprentice	$10.00
	$0.50
	$0.50
	$0.50
	
	
	


FF Apprentice will be evaluated based on program requirements, increases will be given at the completion of program milestones


	
Start of Year Seven
	
Start of Year Eight
	
Start of Year Nine
	
Start of Year Ten
	
Start of Year Eleven
	
Start of Year Twelve
	
Start of Year Thirteen
	
Start of Year Fourteen
	
Start of Year Fifteen
	
Start of Year Sixteen

	Step VII
	Step VIII
	Step IX
	Step X
	Step XI
	Step XII
	Step XIII
	Step IV
	Step XV
	Step XVI

	
	
	
	
	
	
	
	
	
	

	$19.48
	$19.97
	$20.47
	$20.98
	$21.51
	$22.04
	$22.59
	$23.16
	$23.74
	$24.33

	$18.88
	$19.35
	$19.84
	$20.33
	$20.84
	$21.36
	$21.89
	$22.44
	$23.00
	$23.58

	$18.27
	$18.72
	$19.19
	$19.67
	$20.16
	$20.67
	$21.18
	$21.71
	$22.25
	$22.81

	
	
	
	
	
	
	
	
	
	

	$15.68
	$16.07
	$16.47
	$16.88
	$17.31
	$17.74
	$18.18
	$18.64
	$19.10
	$19.58

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	$30.27
	$31.02
	$31.80
	$32.60
	$33.41
	$34.25
	$35.10
	$35.98
	$36.88
	$37.80

	
	
	
	
	
	
	
	
	
	

	$18.27
	$18.72
	$19.19
	$19.67
	$20.16
	$20.67
	$21.18
	$21.71
	$22.25
	$22.81

	$15.68
	$16.07
	$16.47
	$16.88
	$17.31
	$17.74
	$18.18
	$18.64
	$19.10
	$19.58

	
	
	
	
	
	
	
	
	
	

	$15.68
	$16.07
	$16.47
	$16.88
	$17.31
	$17.74
	$18.18
	$18.64
	$19.10
	$19.58

	
	
	
	
	
	
	
	
	
	


budget each year.

the Employee's annual December evaluation.



	
	
	
	
	
	




	
Start of Year Seventeen
	
Start of Year Eighteen
	
Start of Year Nineteen
	
Start of Year Twenty
	
Start of Year Twenty-One
	
Start of Year Twenty-Two
	
Start of Year Twenty-Three
	
Start of Year Twenty-Four
	
Start of Year Twenty-Five

	Step XVII
	Step XVIII
	Step XIX
	Step XX
	Step XXI
	Step XXII
	Step XXIII
	Step XXIV
	Step XXV

	
	
	
	
	
	
	
	
	

	$24.94
	$25.56
	$26.20
	$26.86
	$27.53
	$28.22
	$28.92
	$29.65
	$30.39

	$24.17
	$24.77
	$25.39
	$26.03
	$26.68
	$27.34
	$28.03
	$28.73
	$29.45

	$23.38
	$23.97
	$24.56
	$25.18
	$25.81
	$26.45
	$27.11
	$27.79
	$28.49

	
	
	
	
	
	
	
	
	

	$20.07
	$20.57
	$21.09
	$21.61
	$22.15
	$22.71
	$23.28
	$23.86
	$24.45

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	$38.75
	$39.71
	$40.71
	$41.72
	$42.77
	$43.84
	$44.93
	$46.06
	$47.21

	
	
	
	
	
	
	
	
	

	$23.38
	$23.97
	$24.56
	$25.18
	$25.81
	$26.45
	$27.11
	$27.79
	$28.49

	$20.07
	$20.57
	$21.09
	$21.61
	$22.15
	$22.71
	$23.28
	$23.86
	$24.45

	
	
	
	
	
	
	
	
	

	$20.07
	$20.57
	$21.09
	$21.61
	$22.15
	$22.71
	$23.28
	$23.86
	$24.45
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Deployment/Hazardous Duty
	
Wage

	NWCG Firefighter 2
	$  25.00

	
	

	NWCG Firefighter 1
	$  30.00

	
	

	NWCG Engine Boss
	$  35.00

	
	

	NWCG Task Force Leader, Section Chief 3
	$  45.00

	
	

	NWCG Section Chief 2
	$  55.00

	
	

	NWCG Section Chief 1, PIO
	$  60.00

	
	

	EMTF Basic
	$  58.00

	
	

	EMTF Advanced
	$  65.00

	
	

	EMTF Paramedic
	$  71.00




