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In November 1996, the Office of Human Resources (OHR), Department of General Services (DGS), delegated the authority to approve hardship salary advances to Office/Branch Chiefs and Client Agency Executives.  Since there are a number of new Office/Branch Chiefs and Client Agency Executives since 1996 it is time to reissue the procedures.

Authority

State Administrative Manual, Section 8595.

Purpose

Situations may arise in which an employee encounters an emergency or hardship that could not have been foreseen that an advance on wages earned is genuinely necessary.  The legally established pay program for almost all state employees provides for payment at the end of each pay period only.  This is a condition of state employment, and exceptions cannot be made unless it can be clearly proven that a hardship or emergency exists, and the salary advance is the only reasonable way to alleviate the hardship or deal with the emergency.  The employees are responsible for their own economic affairs and the Department cannot legally loan employees funds to cope with the economic difficulties or temporary inconveniences that occasionally happen to all of us.

Employees who are enrolled in the Direct Deposit Program will not be issued a hardship salary advance unless they have submitted a cancellation of their direct deposit.   

Criteria for Hardship Salary Advance

The circumstances that warrant an emergency or hardship salary advance have these characteristics:

1. The situation or event causes an immediate emergency or hardship for the employee or those economically dependent on the employee.
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2. The employee must have exhausted all conventional means of obtaining necessary funds elsewhere.  Emergency salary advances are a last resort.  The employee will be required to demonstrate what other alternatives have been explored.

3. The need for the specific amount of the request must be clearly described; advances will be approved only for the actual emergency expense or net earned to date, whichever is less.

4. The request must be approved by the Office/Branch Chief or Client Agency Executive, or his/her designated assistant and the Manager, Personnel Operations, OHR, DGS.  The Office/Branch Chief or Client Agency Executive is certifying that the employee has worked sufficient hours/days during the pay period to cover the salary advance requested and that in his/her judgment the employee has experienced an unforeseeable hardship; the Manager, Personnel Operations, OHR, DGS ensures the employee has not received more than three (3) hardship salary advances in a 12 month period and that the request conforms to this policy.

Examples of Unforeseen Situations

· Emergency home repairs (storm damage, fire, theft, etc.).

· Repairs to a vehicle that is the sole means of getting to work and was a result of an accident or major breakdown.

· Emergency medical expenses for the employee or for an economically dependent family member, such as hospital fees or medication.

· Expenses for travel to a funeral of a close family member.

Amount of Hardship Salary Advance

The amount of the Hardship Salary Advance is determined by the following conditions:

1. Amount of paid time the employee is entitled to at the time the Hardship Salary Advance is computed.

2. Amount of mandatory and miscellaneous deductions to be withheld for the period of computation.

3. If sufficient disposable earnings are not available to withhold all miscellaneous deductions, the advance can not be given.

Employees new to State service will receive 60% of their gross earnings.  The remaining 40% is used to cover deductions.  When the salary advance is cleared any remaining funds will be given to the employee.
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Questions regarding this memorandum should be directed to your assigned Personnel Analyst or Personnel Specialist.



LYNN CATANIA, Manager
Personnel Operations

cc:  	Assistant Personnel Managers
 	Personnel Analysts
	Personnel Transactions Staff
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