SOUTHWEST MINNESOTA STATE UNIVERSITY

Human Resources Internal Procedures

PAY OPTION GUIDELINES
1. MnSCU Administrators and MSUAASF employees on less than a 12-month appointment, and IFO employees may elect, on a yearly basis, payment of their contract salary over 26 pay periods or over their appointment period.

2. Should employment of a MnSCU Administrator or a MSUAASF member on a 26 pay period option be discontinued during the employee’s appointment period, salary due will be paid in full the last pay period of active status.

3. Faculty members on a 26 pay period option whose appointments terminate at the end of the academic year, due to resignation or a non-renewed fixed term appointment, have the option to either continue their twelve-month pay or request a lump sum payment of money due to them upon termination of employment.  Under no circumstances will continuing pay after completion of employment extend employer-paid insurance benefits beyond what the benefits would have provided if pay wasn’t extended.

4. A faculty leave of absence without pay that occurs unexpectedly during the academic year will be handled as follows: 

a) Those on a 9 month pay option will be paid salary due in full upon effective date of leave and will not appear on the payroll during the period of the leave.

b) Those on a 12 month pay option may have pay continue throughout the leave if salary paid does not exceed actual salary earned.

If the leave of absence without pay is pre-approved prior to the start of the academic year the reduced pay for the academic year can be calculated and spread out evenly over 9 month or 12 months. 

5. Pay period options are selected on annual appointment forms sent to IFO, MSUAASF and MnSCU Administrators.  If changes are made after pay has started, a written notification requesting the change is required.  Upon receipt of this notice, pay will be adjusted retroactive to the start of the pay for the current year. 
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