Payroll instructions to help with new hire employees and paperwork
We appreciate your willingness to help new employees get their paperwork completed quickly and accurately, and we consider you an extension of our Payroll team. 
Region processing: Please add your region (Eastern, NW-1 or NW-2, SW or HQ) to your email signature if it isn’t already included. That way the processor here in Payroll knows that they are responsible for the documents you are sending. This saves us time in handing out paperwork, since we now process by region.
N:Drive and biz.parks.wa.gov – “How to” and informational documents 
N:\_ADMIN FINANCE & TECH\Financial Services\Payroll
http://biz.parks.wa.gov/
“How-to” documents to help employees with first day forms:
· How to complete the Direct Deposit form
· How to complete the Retirement Status form
· How to complete the W4 Form
· How to Waive medical coverage on the HCA enrollment change form
· Health care eligibility and coverage Q and A
If you have any suggestions for improvement, or ideas for other helpful tools, I would appreciate your feedback. 
[bookmark: _GoBack]Payroll@parks.wa.gov Please contact Payroll with questions about the forms that are processed by Payroll.
Form reminder highlights
Retirement status form Employees should only fill in the employee section. Payroll completes the employer section.
Regarding direct deposit for employee’s who have worked for Parks before. We send an email message to each returning employee letting them know if we need a form or not. If they are permanent, career-seasonal employees, we do not need a new form each year. For employees, that are non-permanent, we do need the form each year. We have made the form easier to fill out for returning employees. New employees have the option of sending in this form. 
Paychecks are mailed to the address submitted to HR if they do not sign up for direct deposit. All employees need a physical “permanent” address (no PO Boxes). If they receive mail somewhere else, this will be their “mailing” address.
Reminders about the W4. Boxes 1, 2, 3, and 8 are mandatory. Box 5 (allowances) and 7 (Exempt) are conditional – only one of these boxes should be filled out. If any of the mandatory boxes are blank, or both box 5 and 7 are filled out, the W4 is considered invalid, and we will request a replacement.
“First day forms” in the new employee packet sent to Payroll by one of the following methods is sufficient and considered an original:
Pick ONE method:
1. Scan and email (preferred) hrnewemployee.paperwork@parks.wa.gov or Payroll@parks.wa.gov–or-
2.     Fax to 800-497-9906 (or 360-586-6627)    –or-
3.     Mail to: Parks Attn: Payroll
PO Box 42650
Olympia, WA  98504-2650

Returning forms by more than one method creates confusion, wastes time and resources, and can cause errors. 
If you send HR and Payroll documents together, we will get them to the appropriate department.
Union Cards – Sent directly to WFSE to be checked in. Then WFSE send them to Payroll.
Every employee needs to fill out their information on the “front”. 
Their deduction rate depends on which side they sign. 
If they want the full voting member rights (currently a 1.5% deduction), they should sign the front.
If they want to pay the non-member rate (currently a 1.11% deduction), they still fill out their information on the front side, but they ONLY sign on the back side. 
This is not clear on the form itself.

Health Care – Eligibility is notified by email with a worksheet attached.
If the employee does not see an email from Payroll within two (2) weeks of their start, they should contact us to find out why.

All forms must be downloaded. Payroll can provide forms in special situations.

Reminders:
· We need worksheet confirmations from EVERY employee that is sent a worksheet. Their reply confirms that they know whether they are eligible or not. The worksheet does not enroll an employee in coverage.
· If they are eligible, we must receive all three enrollment/change forms: Employee= health insurance, Life and AD&D insurance and Long-term disability insurance. Every email sent to an employee that is eligible includes additional instructions as well.
· If they have other comprehensive group medical coverage, they can waive the medical, but not the dental insurance. All forms are still required. How to waive medical is also spelled out in a “how-to” document.

Personnel numbers: We have improved our communication process about personnel numbers by including it in the subject line of the health care and retirement eligibility notification email, since this is often the first email the employee and the Park see from Payroll when an employee returns. Once an employee is hired at the state and given a personnel number, it is theirs for life. 

Example shows 20013241 as the personnel number for Christian Becker:
[image: cid:image002.jpg@01D06C86.E64A2260]

Clothing (Uniform) Allowances
This form should be given to all Park Aides and Senior Park Aides at the beginning of their appointments. It is NOT included in new employee packets since these packets are put together for all employees, not just Park Aides and Senior Park Aides. 
Employees sign this form in two (2) places, and a supervisor signature is also required.

Non-permanent Park Aides and Senior Park Aides only receive one (1) clothing allowance (currently $75.00) per calendar year. A new form needs to be filled out every year. This should correlate to each time they are hired.
Permanent Senior Park Aides only receive one (1) clothing allowance per calendar year (currently $75.00) if they work in six (6) consecutive months, or less. They receive a second allowance in the calendar year if they work in seven (7) consecutive months, or more. 
For permanent, year-round, Senior Park Aides, a recurring deduction is set up to pay them twice a year on the April 10th & October 10th paychecks. Permanent, career-seasonal Senior Park Aides who work in seven (7) consecutive months, or more, but less than year-round are managed on a case by case basis, with the goal of paying them on the April 10th & October 10th paychecks as well.
The same form is used in future seasons by Payroll for permanent Senior Park Aides and only needs to be submitted once at the beginning of their permanent appointment. 
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