
COMPENSATION 
 
Payroll Period 
The hourly, non-exempt staff will be paid bi-weekly on Friday every other week for the 
previous two weeks work.  Paychecks will be put into the mailbox of the department for 
which you work.  If a holiday occurs on Friday, paychecks will be distributed on Thursday 
afternoon if the College deems it practical to do so. 

Payroll Information 
Automatic Checking and Savings Accounts 
Hope College's flexible payroll system allows an employee a variety of automatic 
checking and savings deposit options.  lt is possible to have your check split between 
several kinds of accounts or have it all deposited into one.  Contact the Payroll/Human 
Resources Office for an enrollment blank if you wish to participate. 

Each institution has its own rules and regulations regarding this service and it is wise 
to contact several to find the program that best meets your needs. 

Credit Union 
Through a payroll deduction plan, it is possible for Hope College employees to 
become members of the Nu Union Credit Union (formerly OCSECU).  The Credit 
Union is located at 340 120th Avenue and offers many services to its members.  
Brochures describing these services are available in the Human Resources Office. 

FICA/MQFE 
Under Federal law, the College deducts Social Security taxes from your paycheck.  
This deduction is made according to the prevailing percentage rate up to a specified 
yearly amount as set by the Federal government.  The amount is matched by College 
funds and deposited at regular intervals with the government. 

Federal and State Income Taxes 
Federal and State taxes are also withheld from your earnings and deposited with 
Federal and State governments at regular intervals.  Deductions for these taxes are 
based on your gross salary in relationship to your marital status and the number of 
exemptions you claim. 

Unemployment Compensation 
The College is also required to participate in the Unemployment Compensation 
Insurance program.  This cost (premiums and benefits) is entirely that of Hope 
College.   

Time Cards 
Each hourly employee is required to maintain and submit a bi-weekly time card to the payroll 
office.  Labeled timecards are mailed to each employee for recording the next two weeks work 
activity.  This card must accurately record your working activities for those weeks.  All sick 
time, vacation, holidays, jury duty, unpaid leave, etc. must be clearly indicated.  Failure to 
report daily activities in a manner deemed accurate by the College may result in discipline or 
discharge.  All cards must be signed by the employee’s immediate supervisor or department 
chairperson and submitted by Monday noon of pay week.  A designated area for depositing 
cards is provided for your convenience in the Human Resources / Payroll Office. 



Payroll Calculation / Overtime 
Your pay, per payroll cycle, will be calculated taking the number of hours worked times your 
hourly rate of pay.   

Overtime hours (hours worked over 40) are compensated for at one and one-half times your 
normal rate for those hours above 40 hours per week.  Total worked hours include actual 
hours worked, paid sick leave hours, jury duty, holidays, and paid funeral leave.  Paid 
vacation, floating holiday, and personal leave hours are not considered hours worked and will 
not be used in determining the 40-hour week for purposes of overtime calculation. Your salary 
for a week that includes overtime hours would be computed as follows: 

An employee’s time card indicated a total of 45 hours.  Of these, four hours were 
allowable vacation time.  Therefore, forty-one hours were actually worked and only 
one hour would be considered overtime. 

Employees must be paid for all hours worked and will not be given time off in lieu of 
overtime.  Overtime will not be “pyramided” or “duplicated”.  This means you cannot 
combine overtime premium pay with other types of “premium pay” to get a premium that is 
greater than the individual premiums themselves. 

INVEST Retirement Program 
All employees who worked at least 1000 hours during the previous benefit year and are 
expected by the College to do so during the existing benefit year will be eligible to participate 
in the retirement program.  The College contributes 10.5% of salary in a 403(b) defined 
contribution plan (INVEST plan).  The amount received at the time of retirement is based on 
the amount of money accumulated in the individual's account.  Information regarding current 
investment vehicles are available in Human Resources.   

Flexible Benefit Plan 
Eligible Hope employees (those who worked at least 1,365 hours during the previous 
benefit year and are expected by the College to do so during the existing benefit year or 
have worked or are expected by the College to work at least 1,365 hours during the 
existing benefit year) may participate in the College sponsored tax savings plan for 
medical/dental and dependent care expenses.  During open enrollment each year, 
employees are given the option to participate in this plan.  New employees may also 
enroll during the first month of employment.  Enrolled employees agree to a fixed payroll 
deduction each pay period and receive the benefit of lower federal, state and FICA taxes.  
Employee deductions go into their personal flexible spending account.  Each payroll 
cycle an employee may submit a reimbursement form to receive tax free reimbursement 
for eligible expenses covered by the terms of the plan.  The payroll deduction amount 
cannot normally be altered during the plan year (except for major changes in family 
status) and any year-end balance in the account must be forfeited to the College per IRS 
rules. Medical and dental amounts are limited to a $10,000 maximum per year.  
Dependent care amounts are limited to $5,000 each calendar year ($2,500 if married and 
filing a separate return).  Careful planning by employees should make the forfeiture risk 
minimal and the typical employee "saves" about 30-40% of the cost of eligible expenses 
due to the tax savings.  The employee share of College health insurance premiums are 
paid through Part "A" of the plan on a tax-free basis. Voluntary dental insurance 
premiums paid through payroll deduction are also eligible for pre-tax payment through 
the FLEX plan. 
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