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Top stories in this newsletter: 

Direct Deposit Information 

To protect employees’ banking information, Lubbock ISD no longer accepts direct deposit 
information through email or fax; employees may change or update their direct deposit 
information by 1) logging into the Employee Service Center, 2) clicking on My Payroll 
Information, and 3) then by clicking on My Direct Deposit and completing the information 
accordingly.  This information must be submitted on or before the first of the month 

to become effective that month.  To protect employees, Lubbock ISD Payroll cannot verbally verify any 
employee’s bank account information over the phone. 
 

                                          

                        TRS and Less than Half-Time Employees 

TRS Rules note that an employee in a “half-time or more” position (an employee working 20 
hours or more a week) is subject to TRS membership dues/contributions (8%) and TRS Care 
(.65%).  These amounts are a percentage deducted from the employee’s gross paycheck.  
Temporary employees working 19 hours or less are not subject to these TRS deductions as long 
as they do NOT work/exceed 20 hours or more a week.  If a less than half-time employee works 
more than 19 hours a week, it then renders the employee eligible for TRS deductions/
contributions, and these contributions would continue until the employee returns to less than half
-time hours as a temporary employee.  Additionally, TRS may require that any past-due TRS 
contributions/deductions be retroactively applied and paid back to TRS from the time the 
employee initially began working more than 19 hours a week, resulting in a significant deduction 
from the employee’s paycheck for retroactive TRS contributions. 

 

                          

                      Professional Development Absences Procedures—TEAMS 

All absences for professional development are to be entered into TEAMS prior to the event. 

• This does NOT include professional development days already listed on our District School Calendar. 

• Staff are to enter an absence for any approved professional development or training on days not listed 
on the District School Calendar; staff MUST include a brief note in TEAMS describing the program and 
its location.  If a note is not entered, this will NOT be paid and will be deducted from the employee’s 
leave. 

• Time Clock staff are to enter professional development if there is not a timeclock to punch in and out for 
work.  Time Clock staff are to also enter a note in TEAMS describing the program and its location; if a 
note is not entered, this will NOT be paid and will be deducted from the employee’s leave. 

                 

Do You Know Your Deductions—W-4 Withholdings? 

You may view and update your W-4 withholdings by logging into the Employee 

Service Center, My Payroll Information, My Tax Withholding (W -4), and 

completing your withholdings online.  You are required to submit and 

acknowledge withholdings amounts when hired and upon any updates/changes 

you designate throughout the year. 

The Payroll Department cannot give you advice on how to fill out your W -4 form, as we are not tax 

professionals. There are online W-4 form instructions and a worksheet available on the Payroll website 

as well as The Federal Income Tax Withholding Methods for 2022 that you can directly view by right 

clicking on the following and selecting “open hyperlink” or by hitting control and this link: (W-4Tax 

Information Link). 

In the past couple of years, there have been some changes made by the IRS regarding allowances, and 

we strongly encourage you to review your withholdings, tax information, etc. to ensure you properly 

assign your allowances accordingly.  Only the employee may designate his/her W -4 deductions/

withholdings.   

 

To contact Payroll Staff members:                                                                      General Information or Temporary Employees—(806) 219-0244                                                                                                

                                                                                                                                                              General Information or TRS—(806) 219-0231 

**Reminder:  It is very important that each employee checks and validates his/her time each week, correcting any errors or missed punches with his/her supervisor or 
attendance secretary in charge of correcting time punches.**              

https://www.lubbockisd.org/Page/11156
https://www.lubbockisd.org/Page/11156

