
Frequently Asked Questions 
Payroll: 
How do I know what calendar I am on? 
If you are unsure of your calendar, please contact your Office Manager for assistance. 
On the actual calendars, in the upper right-hand side, there is a list of positions that 
follow each calendar. However, some positions can be on multiple calendars. Calendars 
can be found here: https://www.collierschools.com/calendars  
 
What are my start/end dates? 
On the calendars mentioned above, the start and end dates are listed in the upper left-
hand corner.  
 
When is my first/last contractual paycheck? 
On the following page: https://www.collierschools.com/Page/276 Click the “Payroll 
Periods and Paydates” button to see which begin and end dates belong to each pay 
date. 
 
How is my gross pay calculated? 
Take your total contractual amount and divide it by the number of checks received. This 
will total your gross period pay (amount before taxes and deductions). 
 
My pay rate is not correct. What supplements am I receiving? Am I receiving 
credit for my Master’s degree and/or experience? 
For all questions regarding your salary or pay rate, contact the Compensation 
Administration at 239-377-0337 or compensation@collierschools.com. 
 
I did not get paid for a certain day(s)/hours that I worked. What should I do? 
The Payroll Department does not have the authority to report time worked. Only the 
school/work site where the work was performed has that authority. Please contact the 
Office Manager responsible for the Payroll at your location. 
 
How do I access my check stub? 
Please visit: https://www.collierschools.com/Domain/869 to see the login instructions for 
EZ Stub. If you are unable to access please contact the help desk at 
HelpDesk@collierschools.com. 

I am a 10-month employee and wish to have my paychecks spread over 12 
months, what should I do? 
Election/cancellations are available during the specified enrollment/cancellation period. 
If you would like to move to year-round pay for the next school year, please monitor the 
iBriefings in the spring (March/April) for details on how to sign up. Please note that this 
is the only opportunity to make changes as your election is irrevocable during the school 
year. 
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How do I accrue leave time (sick/personal/vacation)? 
To be eligible for the accrual, the employee must have worked in the month of the 
accrual. At the beginning of every fiscal year (July) each full-time employee is credited 
with four (4) sick days. Three of these sick days credited at the beginning of the fiscal 
year are actually earned in March, April, and May. If you terminate prior to earning the 
accruals for these months, the Payroll Department will adjust your sick leave balance for 
the unearned sick days. If not enough days are available to deduct the unearned days, 
you will be considered overpaid. You are only entitled to one sick day per month of paid 
employment. Each employee is entitled to six (6) personal days every fiscal year, if you 
use a personal day it is also deducted from your available sick leave. Personal days are 
reset to six days in July. Sick days earned will be posted at the end of each month. 12-
month employees will earn vacation once per month (12 times per year at the end of 
each month.) 
 
How many vacation days will I accrue each fiscal year? 
Only twelve-month employees accrue vacation leave. 12-month employees will earn 
vacation once per month (12 times per year at the end of each month.) 
 
Where will my paycheck be sent? 
The District has a mandatory direct deposit policy. If a paper check is necessary due to 
late reporting, cancellation of direct deposit, identity theft, etc., your check must be 
picked up from the payroll department at the CCPS Administration Center, 5775 
Osceola Trail, Naples, FL 34109 Monday – Friday during the hours of  
7:30 am – 4:30 pm (closed Fridays in summer). 
 
How do I make changes to my direct deposit? 
Please email payroll@collierschools.com to make any changes and we will send you a 
direct deposit change form to complete. In addition, we will need backup documentation 
from the bank you are depositing to. The backup can be a check from the bank account 
or if you do not use checks, most banks have a direct deposit form on their website that 
will list your account number and the ACH routing number.  
 
How do I cancel my union/association membership (dues)? 
Teamsters: Must contact Teamster Office (813) 621-1391 ext. 3. Payroll cannot stop 
dues. 
 
CCEA: Termination of deduction form must be completed and returned to 
payrollforms@collierschools.com. Dues will stop 30 days after the form has been 
received in payroll. 
 
CCAEOCAP: Termination of deduction form must be completed and returned to 
payrollforms@collierschools.com. Dues will stop 30 days after the form has been 
received in payroll. 
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Benefits: 
 
Who do I contact if I have questions about my Benefits deductions, such as 
medical, dental, vision, etc.? 
Please contact the benefits department at benefitsoffice@collierschools.com or  
239-377-0340. 
 
Verification of Employment: 
 
Who do I call for verification of employment? 
Please send your Verification of Employment request to 
verificationofemployment@collierschools.com. Please allow 10 business days for 
processing. Please attach forms for completion and do not send electronic links. 
 
Taxes: 
 
I lost my W-2, how can I obtain a replacement copy? 
W-2 forms are mailed to the home address on file by the end of January. If you have not 
received your W-2 or need a replacement copy please sign in to the employee portal 
using the following link: https://origin.collierschools.com/app/Portal. If you are unable to 
log in, please contact the help desk at HelpDesk@collierschools.com. 

Once in the employee portal click the green arrow on the left to expand the sidebar 
menu. Select My CCPS in the upper right corner, select My Documents. Under IRS 
Forms, Click the W2 button. The PDF will open in a new tab. 

 
How do I change my federal tax status and/or allowances? 
If you would like to update your W-4 form, click on the following link: 
https://www.irs.gov/pub/irs-pdf/fw4.pdf. The tax estimator 
https://www.irs.gov/individuals/tax-withholding-estimator is also helpful if you need 
assistance in filling out the W-4 form. To increase the amount of federal income taxes 
being deducted from your paycheck, please complete and return the attached W-4 form 
with the amount under extra withholding (4c). Once the form has been completed, email 
to payrollforms@collierschools.com. 
 
If I claim “exempt” from tax withholding, does that withholding status remain in 
effect until I make another change? 
A W-4 claiming “exempt” from tax withholding will expire if a new form is not completed. 
Refer to Publication 15 of the IRS for deadline and regulations. 
 
What deductions are exempt from Federal Taxes? 
Retirement Supplemental Plans, Florida Retirement System (FRS) deductions, and pre-
tax benefit deductions (medical, dental, vision, and other “pre-tax” selected benefits).  
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How are Federal Taxes calculated? 
Federal taxes are calculated based upon your W-4 information (single/married and the 
number of exemptions) and the IRS Withholding tables. 
 
What are the percentages for Social Security, Medicare, and Florida Retirement 
System? 
Social Security – Taxed at 6.2%, there is a maximum set by IRS every year.  
Medicare – Taxed at 1.45% on all earnings, there is no maximum. 
Florida Retirement System - 3% of FRS eligible wages. 
 
My W-2 doesn’t reflect my income or salary?  
Your salary is based on the fiscal year (July through June), your W-2 and year-to-date 
information on your pay stub/advice are based on the calendar year (January through 
December). 
 
Box 1 of the W-2 is your taxable Federal Wages which does not include your 401a, 
401k, 403b, 457, Florida Retirement System (FRS) deductions and your benefit 
deductions. 
 
Box 3 of the W-2 is your taxable Social Security Wages and Box 5 of the W-2 is your 
taxable Medicare Wages which does not include your pre-tax benefit deductions. See 
the back of your W-2 for an explanation of boxes and codes. 
 
Travel: 
 
Where do I submit my travel reimbursement form? 
Submit completed travel reimbursement forms to payrollforms@collierschools.com  
 
What is the current mileage reimbursement rate? 
The current mileage reimbursement rate is $0.585/mile. 
 
What is “daily commute”? 
The daily commute is the travel between the employee’s home and base of operations 
and back. Daily commute expenses are never reimbursable (including weekends and 
holidays). 
 
How can I find out when the travel I submitted is being paid? 
Due to the high volume of payments, the Payroll Department cannot tell you when your 
travel will be processed. We process every travel reimbursement request as promptly 
as possible. 
 
Can I still be reimbursed for official travel expenses if I lost my receipts? 
Receipts are required, however, if the originals are misplaced or lost, a copy of your 
bank statement with the transactions highlighted may be submitted. 
 
 
 



What is the current meal allowance? 
The maximum meal allowances are as follows: Breakfast - $6.00, Lunch - $11.00,  
Dinner - $19.00. 
 
What is the procedure for reimbursement of business-related transportation 
expenses in my personal vehicle? 
Transportation expenses between your home and your main, or normal, place of work 
(base of operations) and back home, are considered personal commuting expenses, 
and therefore, are never reimbursable (including weekends and holidays). 
Employees who depart from and return to their work location may claim either mileage 
OR gas while on official business. 
 
 


