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STATEMENTS OF EARNINGS AND DEDUCTIONS/E-STUBS AND DIRECT DEPOSIT

I.
PURPOSE:

The purpose of this policy is to provide information regarding pay dates, the release of Statements of Earnings and Deductions (also known as e-stubs) to employees, and direct deposit requirements.

II.
SCOPE:

Departmentwide.
III.
POLICY:

The Office of Human Resources (OHR) is responsible for the preparation of the payroll.  E-stubs are available through the Employee Self Service (ESS) portal at   https://ess.mo.gov 
A.
Pay Periods and Pay Days
The State has semi-monthly pay periods and employees normally receive their e-stubs on the last workday of each pay period. The pay periods are the first through the 15th  and the 16th through the last calendar day of the month.

Employees are paid on the 15th  of the month or the closest workday to the 15th; and the last workday of the month. Employees will be paid on Friday if the 15th  of the month falls on a Saturday. Employees will be paid on Monday if the 15th  of the month falls on a Sunday. An exception to these designated pay days would be if the fifteenth of the month falls on a Sunday and Monday is a state holiday then employees would be paid on Tuesday. Employees are paid for work, which occurred in the preceding pay period (i.e. work from the first through the fifteenth is paid at the end of the month).

B.
      Direct Deposit
All DHSS employees are required to have direct deposit. This is a condition of employment. Failure of an employee to take reasonable steps to comply with this policy shall be deemed employee misconduct and will lead to disciplinary action, which may include dismissal.

Employees may request that their paycheck be directly deposited into a checking or savings account. If employees are unable to obtain a bank or credit union account, they must have their paycheck deposited onto a paycard. New employees have 31 days to return to OHR their application for direct deposit. When employees cancel their direct deposit, for whatever reason, they have 31 days to complete a new application indicating the new account or the paycard option.

Direct deposit continues indefinitely once enrolled. The direct deposit will be cancelled 90 days after termination, unless the employee is going to another state agency. 

            C.        Security and Release of Paper Checks and E-Stubs 

1. Paper Checks


New Employees and those who make changes to direct deposit information will receive one or two paper checks. 
Paper checks will be mailed or distributed by OHR to the organizational units on or before the end of the pay period. Unit directors/administrators or their designees are responsible for paychecks as follows:

a.
Assuring that paychecks are kept in a secure place and not released until the date on the paycheck. 

b.

Assuring that paychecks are released directly to the employee or other designated office personnel for distribution.

(1) Assuring that paychecks not be released to another    individual without prior written authorization from the employee.

(2) Assuring that if the employee is not at his/her workstation at the time of distribution, that the paycheck is placed in an envelope with the employee’s name, marked confidential, and secured until the employee receives it. 


c.
Assuring that paychecks are released at the proper time as indicated if the amount of the paycheck exceeds the amount due because of leave without pay. If the employee has direct deposit, the responsible party must notify OHR of the overpayment immediately. 


d.
Assuring that paychecks are returned to OHR if the amount of the paycheck exceeds the amount due because of leave without pay.
2.   E-stubs

Employees will not receive a pay stub once the direct deposit has been established. To access the information on the ESS Portal, employees will be required to establish a user ID, password and security symbol.

All employees (full-time, H & I and retirees) can review pay information on an e-stub available thru ESS.  E-stubs will be available for five (5) years on ESS, and can be printed as needed.

To access ESS, employees will be required to register on ESS to establish a user name, security image and password. Employees will be allowed to use their work computer to access this information during work hours. Only the employee will be able to access his/her pay information through the ESS portal. It will not be available to other staff or to OHR. 

D.

Pay Which Exceed the Amount Due
If the amount of the paycheck exceeds the amount due the employee because of leave without pay and no timesheet was entered, the paycheck will be cancelled and re-written/re-issued unless the employee has worked a sufficient number of hours during the following pay period to deduct the leave without pay from the employee’s next paycheck. It is extremely important that the time entry specialists are aware of employees in their unit who have leave without pay. The unit must notify the OHR when it is known that an employee is going on leave without pay and will remain in leave without pay status for a period of time. If an employee is overpaid due to the supervisor’s failure to insure that an accurate time sheet is submitted for an employee, the supervisor may be subject to disciplinary action.
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