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Payroll Processing
City of Rochester Organizational Policy
Purpose 
The City of Rochester recognizes the importance of accurate and timely pay and is committed to meeting the needs of our employees, while remaining compliant with State and Federal requirements. 
Nothing stated in this policy creates an employment contract between the City of Rochester and its employees.
Payroll Timeline
The City’s standard workweek runs from Thursday through Wednesday. The pay period consists of two consecutive work weeks, which are paid on a bi-weekly basis. Paydays take place every other Friday, approximately ten days after the pay period ends. If a payday falls on a bank-designated holiday, the payday will take place on the preceding workday. 
Timesheet Completion
Employees are responsible for accurately recording their hours worked and the use of leave time on their electronic timesheet. Hours should be entered as they are worked, not in advance. False information reported on a timesheet may be cause for discipline, up to and including termination. Employees must sign off on their timesheets by the end of the pay period and supervisors are responsible for reviewing timesheets for accuracy before approval. 
Personnel Action Forms (PAFs)
A PAF must be submitted and approved prior to pay or position changes taking effect. PAFs for step or merit increases must be approved and submitted to Human Resources by the end of a pay period to guarantee the change is processed for that pay period. 
Direct Deposit
The City of Rochester requires all wages to be paid to employees via direct deposit. Newly hired employees are required to furnish bank account information to Human Resources prior to employment with the City so earnings may be direct deposited into their account. Bank account information must include an account number, routing number and supporting account verification, which may be provided in the form of a void check or other bank provided verification.  
Employees are responsible for providing any account changes in a timely manner to ensure earnings are correctly deposited. Direct deposit account changes must be submitted to Human Resources via the Employee Self Service (ESS) portal by 4:30 p.m. on the Tuesday before payday in order for the account to be updated for that week’s paycheck. Account changes shall include supporting account verification. Requests for direct deposit account changes made outside the ESS portal will not be accepted.
Deductions
The City of Rochester will make necessary deductions from an employee’s wages if required or permitted by law (tax withholdings, PERA, etc.). With written consent of the employee, the City will make payroll deductions for union dues, insurance premiums or other eligible benefit contributions or deductions. Benefit deduction changes must be made in ESS no later than the end of the pay period in order for the change to be effective for that pay period. 457 deferred compensation changes must be made directly through vendor sites so may need to be completed earlier than the end of the pay period in order to be effective on the next paycheck. 
Earnings Statement
Employees will receive an electronic earnings statement (pay advice) each pay period. Pay advices may also be reviewed in the ESS portal. In the event an employee does not have a City or personal email address for pay advice distribution, they will receive a printed pay advice via mail. 
Copies of pay advices will only be supplied to the employee themselves, unless a written authorization from the employee has been provided to the Human Resources Department that authorizes the release of their pay advice to another party. 
Associated Forms
All forms associated with this policy can be found on Rochester@Work. 
W-4 Form
Minnesota W-4 Form
Legal & Statutory Authority 
· MN Statute 181.101
· MN Statute 471.426
Fair Labor Standards Act
MN Statute 181.032
MN Statute 181.06
MN Statute 268B.14
Approval & Policy Revisions
Policy revisions approved on July 1, 2026
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Alison Zelms, City Administrator
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