
Payroll Check Distribution Policy 
 

 
 
 

 
Designated pay dates are set out in Dickinson College’s (the “College”) Pay Calendars, which also 
provide deadlines for submitting timesheets for bi-weekly and student pay cycles.  According to this 
schedule, bi-weekly employees are paid every other Friday (26 pay periods per year), student 
workers are paid every other Wednesday (26 pay periods per year) and semi-monthly employees are 
paid on the 15th and last business day of each month (24 pay periods per year).    
 
Paper checks from employees not currently enrolled in direct deposit will be mailed to each 
employee’s home address.  Paper checks for students will be delivered to their on-campus 
mailboxes.   
 
Employees are responsible for notifying the College of any address changes which may affect 
delivery of their paychecks.  Payroll will attempt to contact employees in cases where a paper 
check was returned as undeliverable.  Outstanding (uncashed) checks greater than one year old 
will be cancelled and remitted to the Pennsylvania Treasury Department’s Bureau of Unclaimed 
Property in accordance with Pennsylvania escheat laws.   
 
 
 
 
 
Direct Deposit and Paydays (HR) 
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Policy/Procedure 

Related Information 

http://www.dickinson.edu/info/20082/financial_operations/1333/pay_calendars
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