Procedure

Procedure 5.5101
Spreading Pay (Prorating) Procedure

The option to spread pay only applies to an employee’s base contract salary; any
additional pay above and beyond the base contract salary will be paid as due (including,
but not limited to, longevity, adjunct pay, additional part time hours worked).

The employee must complete an initial election form notifying the College if the
employee wants to spread out annual base compensation. By electing not to prorate,
an employee will be paid only during the months included in his or her contract period
months. The election will remain in effect until such time that the employee completes a
new election form.

If an employee wants to change his or her election, the change must be made before
the beginning of the contract period to which the change applies.

If the employee does not submit such an election, or submits an election after the
deadline, the contracted total salary will be paid as if the employee elected not to
prorate.

Prorators:

Effective with Fall Semester 2019, the payment schedule for first time prorators (i.e.,
new hires electing to spread pay and existing employees who are electing to spread pay
for the first time) will be broken down as the annual salary divided by 12 and will start
with the first month of the employee’s contract. Existing prorators will continue to be
paid on the prorate schedule in effect at the time of his/her initial election to begin
prorating.

For 11-month employees, the work period associated with the summer term may span
two fiscal years. To maintain compliance with the College’s July 1 — June 30 fiscal year,
the portion of the summer term occurring in July (e.g., July 1 through the end of the
summer term) will be administratively assigned to and compensated as part of the
subsequent contract year. Accordingly, compensation for this period will be included in
the employee’s annual salary for the following contract period, regardless of when the
work is performed. 11- month employees electing 12-month pay distribution
acknowledge that compensation for July service is included in the subsequent contract
year and may be paid on an annualized basis in accordance with the College’s prorated

pay policy.
Payroll deductions will be deducted on a monthly basis for all 12 months of the year.

Non-Prorators

For employees electing not to spread pay (non-prorate), salary will be paid as earned
during their contracted months.

For contracts starting and/or ending on a mid-month date (example, beginning of Fall
semester, end of Spring semester, end of Summer semester), the College pays
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compensation as a “half-month” salary typically issued for the first and last month of the
contract year. This makes the employee “whole” for the contract period. Because the
contract months do not always perfectly align with half-month calendar dates, the actual
pay earned in those partial months may slightly exceed or fall short of exactly one-half
of a month’s salary. If an employee separates before the end of the contract, any
portion of a partial month that was overpaid or underpaid based on actual service
performed will be reconciled in the final paycheck. If an employee is hired after the start
of the contract period, the first and/or last partial month’s pay will be adjusted based on
actual pay earned.

Payroll benefit deductions for the Summer months (i.e., months with 0 pay) will be taken
from May payroll, or the employee may elect to deduct from a Summer Contract if
applicable. If May payroll is insufficient to cover the full amount of required benefit
deductions, the College may begin taking additional deductions in preceding payroll
periods to ensure the total required amount is collected by May.

References

Legal References: Enter legal references here

Cross References:
5.51 Spreading Pay (Prorating) Policy

5.64 Overpayment Policy
5.6401 Overpayment Procedure

History

Leadership Council Review/Approval Dates: 04/15/2019

Senior Staff Review/Approval Dates: 02/19/2019; 5/13/2026

Board of Trustees Review/Approval Dates: Enter date(s) here

Implementation Dates: Enter date(s) here
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https://livebeaufortccc.sharepoint.com/:b:/s/BCCC.Organization.Sharepoints/policyprocedure/IQC8D1ADO-N1QZlWqCfx0EWGAVr49KK19W-VYBwqPmsIPIg?e=dj8p5V
https://www.beaufortccc.edu/wp-content/uploads/2026/04/5-64_Payroll-Overpayment-Recovery-Policy.pdf
https://www.beaufortccc.edu/wp-content/uploads/2026/04/5-6401_Payroll-Overpayment-Recovery-Procedure.pdf
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