Payroll Procedure-New Hires

Once the Payroll Department has received a signed contract they will verify it against Board minutes to verify the hire.

At that time the Payroll Department will prepare a new employment package for the new hire. This should include a W-4, IT-4, I-9 and other governmental forms that may become required. In addition, as appropriate, based on hours to be worked the new hire shall be given applications and information on fringe benefits.

Upon receipt of completed forms along with having received the appropriate background checks, licenses, transcripts, etc. the person shall be set up on the payroll system.

The Treasurer shall receive a report of any new employees or payroll modifications on each payday. He/She shall review to make sure employee has been hired and is properly placed on the payroll system. These shall be signed off on and kept. These reports will be transmitted and saved electronically.

Upon approval of the Treasurer an employee may be paid while Payroll is awaiting necessary paperwork. This is meant as a temporary situation. 

