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Questions & Answers for Schools

SUMMER PAY (back to top)

Q We are paying a lump sum to a resigning, non-licensed employee in June.  Do we include this pay 
in summer pay?

A No. Include this pay on the regular June report.

Q Am I supposed to submit a pay period report for each month separately?
A If you pay someone over 12 months, then you’ll need to submit a report for each month like usual. 

If you’re paying summer months in one lump sum, create a summer pay cycle for each month in-
cluded in the lump pay. Submit each report on the pay date you created for each summer pay cycle 
(usually consecutive days, like June 15, 16 & 17).

Q Can I add summer pay cycle dates now for July and August, so they will be available in June when I 
need to report the lump-sum amounts?

A Yes. You should add summer pay cycle dates as soon as you know what they will be. KPERS will need to 
verify them.

Q Do I need to enter 2 different summer pay cycles in June for the July and August lump sum?
A Yes.

Q Would you please explain the “Ignore All 0” and “No Summer Pay” buttons again?
A Use “Ignore All 0” on your regular July and August pay reports for employees who receive lump-sum 

pay for July and August (their pay will be zero for regular July and August pay reports).

Use “Ignore All 0” on your summer reports for employees whose pay you report on the regular payroll 
through the summer (their pay is zero on the summer reports).  

Use “No Summer Pay” on your regular pay reports for employees who do not work during the summer, 
but will come back in the fall.
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Q Last year we reported the licensed lump sum on our regular payrolls already set up for July and 
August.  Can we do this again this year?

A No. State law requires that if an employer pays a summer lump sum in June, it has to be reported to 
KPERS within 3 days (not reported in July and August pay).

Q Do I have to pay on different days for lump sum or just make the file date different?
A No, you don’t have to pay on different days, you can pay any and all invoices within 3 days of the pay 

date. The different file dates are for reporting (e.g. if regular June pay date is 6/10, make the file you up-
load for July summer pay has, for example, 6/11 and the file for August has 6/12.

Q How far in advance do I need to enter summer pay dates?
A As soon as you know what they will be, enter them. KPERS needs to verify them.

Q If our regular pay date is on 6/30, will the July and August summer pay cycles need to be set up in 
July?

A You have 2 options:

1. Call KPERS to move the regular June payday back a few days in June (e.g. move to 6/26), and then 
create July summer pay cycle for 6/27 and August for 6/28).

2. Keep 6/30 regular pay date, and set your summer pay cycles for the next possible pay dates in July 
(e.g. 7/5 & 7/6).

Q To set up July and August as summer pay dates, will I need to add 5 extra pay dates to the period 
of service (June regular payroll, July lump sum, August lump sum, July regular payroll and August 
regular payroll)?

A No. You’ll have regular June, July and August pay dates that are already set up from when you verified 
your period of service in late 2016. So you’ll just need to set up 2 extra dates – your summer pay dates 
for July and August.

Q Will I need to create another summer pay date for extra-duty pay and another date for unused sick 
leave?

A No. Extra-duty and unused sick-leave pay can be reported using the same off-cycle pay date.

Q Can I report July and August pay in June but pay those invoices in July and August?
A No. You should withhold KPERS contributions from the lump-sum pay. You must remit those contribu-

tions with the summer pay cycles (June).

Q If an employee does not have summer pay, how do I distinguish between “Ignore all 0” and “No 
Summer Pay”?

A For an employee who does not have summer pay, select “No Summer Pay.”
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Q If I have teachers who take a lump sum for summer pay, but then decide to do summer school, will I 
need to create an off-cycle payroll in July for summer school pay?

A Yes. Summer school is considered extra-duty. Remember, off-cycle pay dates cannot be the same as 
regular pay dates.

Q When I add summer pay dates, do I need to do that in each Agency/Department (i.e. Agency 1, 
Dept. 1 & 2 and Agency 6?

A Yes.

Q We pay licensed and non-licensed staff for summer school. Does off-cycle pay work for both?
A Yes.

OGLI (back to top)

Q Is it ok to pay premiums in July and August, instead of paying all 3 in June?
A Pay premiums in the coverage months in which premiums were deducted from pay. If the employee 

was paid in a lump sum in June for June, July and August, then deduct, report and pay all of those 
premiums in June. 

Q When adding July and August premiums to the June report, will I need to change the month to 
July for the July premium and August for the August premium?

A On the June premium report, everybody will have the June (6) coverage month. If you’re prepaying for 
July and August, you also will have a separate entry for July (7) and August (8).

Q How do I pay OGLI for employees who are getting a lump sum?
A For employees receiving summer lump-sum pay in May, deduct premiums for May, June, July and Au-

gust from the May paycheck. Include all summer premiums on the May premium report and pay them. 
If an employee gets paid over 12 months, deduct, report and pay for each month, like usual.

Q Last year (2016), I was told to pay all the non-licensed school OGLI premiums in June for July and 
August. Is that correct this year?

A Follow your payroll deductions/pay-period reporting. If July and August wages are reported in June 
(summer pay cycles), then deduct/report premiums ahead of time, too. If pay was not lumped and 
reported each month, as usual, deduct/report OGLI premiums for each month.

Q Our pay dates are on the first business day of the month. Our 9-month employees receive checks 
October – June. Would I submit prepaid OGLI premiums for June – September on June 1?

A Yes. For 9-month employees, deduct, report and submit premiums for all months employees are not 
working (summer) with last payroll (June).
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Q If I prepay an employee’s OGLI premiums for July and August, and the employee does not come 
back August 1, do I need to refund the August premium?

A If the employee last worked in May, refund premiums paid for June, July and August. OGLI coverage 
lasts through the end of the month the employee last worked.

Q Will there be any OGLI premium changes to take effect 7/1/17?
A We don’t anticipate any universal premium changes in 2017.

RETIREMENT (back to top)

Q Can a 9-month, non-licensed employee, who normally takes pay over 12 months, be paid over the 
summer months and wait until 9/1 to retire?  If so, what would be the last day on payroll?

A Yes, this employee can be paid over summer and retire on 9/1. The last day on payroll for this type of 
employee is the last day before the retirement date (8/31). For a 9- or 10-month employee who is paid 
over 9- or 10-months, the last day on payroll is the last day compensated.

Q Do I take KPERS out of the lump sum for a non-licensed employee who is paid over 12 months and 
retiring in June?

A Yes, deduct KPERS contributions out of the lump sum. You need to pay all money due to a non-li-
censed employee before retirement.

Q Would you clarify the 1993 rule for withholding?
A Check the membership date. If it’s before 7/1/1993, withhold on all pay (for licensed, must be at the 

end of the contract). If the membership date is on or after 7/1/1993, withhold only on regular pay (not 
payouts).

Q Can we change the contract end date to 5/31 for someone who is retiring 6/1 instead of 7/1?
A No. The contract end date never changes. You can change the last day on payroll, however.

Q Do we withhold/report KPERS contributions for unused leave payout to a teacher retiring June 1?
A Withhold and report unused leave only at the end of the teacher’s contract and only if the member-

ship date is before 7/1/1993.

Q If a licensed employee retires 6/1, but his or her contract ends 7/31, should I take KPERS out 
through 5/31? If yes, would I then pay June and July paychecks normally and NOT deduct KPERS?

A All money should be paid in a lump sum within one pay cycle after the retirement date. KPERS should 
only be deducted from pay January through May.

Q If we pay our sick-leave pay on our regular payday, can we report it with that payroll or does it 
need to be an off-cycle pay?

A If paid with regular pay, report it with regular pay. No off-cycle needed unless it’s a separate check 
issued later.
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Q If a paraprofessional retires May 31 but has a June paycheck for May hours, do I wait to certify re-
tirement after the June 15 check?

A You can if you prefer. But if you know the final-pay and year-to-date amounts, you can go ahead and 
do the certification earlier.

Q My teacher’s last workday is 5/15, but the contract runs until August 31.  So what months will I de-
duct KPERS from the pay check?

A If the May check is for May work and the retirement date is 6/1, deduct KPERS through May 31. Enter 
August 31 as the contract end date on the certification.

Q Is it ok to pay 6/1/17 retirees all summer pay, sick leave and retirement incentives on the 6/15/17 
check?

A Yes. Deduct KPERS contributions from all wages through May 31. Do not deduct KPERS contributions 
from wages for June, July and August. Do not deduct KPERS contributions from lump-sum payouts 
(sick leave, retirement incentive).

Q Do I need to deduct KPERS contributions from and report an employee’s early retirement incentive 
pay?

A No, early retirement incentive pay is not reported. Early notification bonuses are reported.

Q If a non-licensed member does not return from summer break, will his or her third-quarter service 
be deleted?

A Yes. The last day worked was in the second quarter. Refund third-quarter employee contributions.

Q We pay sick-leave pay in June after the regular June payroll.  Would I use the off-cycle for this pay?
A If you don’t pay sick leave on regular pay date, then you’ll need to create an off-cycle to pay it later. If 

this is add-on pay for a June 1 retiree, do not deduct KPERS contributions from it.
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