November 27, 2006

PAYROLL INFORMATION FOR NEW HIRES

TIMESHEETS:  These should include date, pool, start time, end time, total hours worked (please use ¼ hours; i.e.  15 minutes = .25 hours), group coached and explanation if necessary.  

PAY PERIODS:  11th through the 25th (pay date last day of month) and 26th through the 10th (pay date 15th of the month)

DEADLINES:  Time sheets should be turned into head coach by 5:00 on the 26th and 11th of each month.  The head coach should have the hours into the treasurer by 12:00pm the following day.  (Please note:  if the pay date falls on a Sunday, the time table will have to be moved up one day).

PAYDATES:  Paychecks will be dated the 15th and last day of the month unless these dates fall on a weekend or holiday; then the checks will be dated the Friday before.

LOCAL WITHHOLDING:  Inform the treasurer as to what local taxes you are responsible for paying.  

EMST WITHHOLDING:  To be exempted from the $52.00 EMS Tax, proof of payment must be presented.  A receipt or a pay stub from another employer indicating amount withheld for EMS Tax is acceptable.  (All information other than your name, social security number, date and amount withheld for EMS Tax is acceptable).  

ERRORS:  Please review your paycheck carefully and notify the treasurer ASAP if you find any errors.

