New Hire Payroll Information

1. Complete & Sign Retirement Enrollment Form, Beneficiary Designation Form, TRSL Form 2SS; TRSL Form 2FRB.  Maintenance and Bus Drivers -  Complete & Sign Beneficiary Designation Form, LSERS Form 2SS, LSERS Form 2F.  Retirees Returning to Work – Please let the payroll department know you are a retiree, different forms apply.

2. Complete W-4 Employee’s Withholding Allowance Certificate for federal income tax withholdings.

3. Complete L-4 Employee Withholding Exemption Certificate for state income tax withholdings.

4. Must provide a copy of degree or official transcript stating when degree was awarded.  No payroll check will be issued without verification of degree.

5. Must provide a copy of teaching certificate to be paid on the certified teaching scale.  Certified pay will not apply without verification of a teaching certificate.

6. Must provide a RRPSB Teaching Experience Form from each parish in which previous teaching experiences is claimed.  No level of experience will be paid unless properly verified.

7. Review the Health Insurance Packet.  After reviewing the insurance packet please see the payroll department within two weeks of your hire date to complete any necessary insurance forms.  Employees transferring from another school system or state agency should see the payroll department as soon as possible to see if prior insurance coverage will transfer.  If you do not need the health insurance, please see the payroll department to complete a waiver of coverage form.  

8. [bookmark: _GoBack]Review the Insurance Form from Taylor & Sons Insurance Company.   After reviewing the insurance packet please see the payroll department within two weeks of your hire date to complete any necessary insurance forms.  Remember, you have 30 days from your date of hire to enroll in benefits, if not, you will need to wait until the next open enrollment period.

9. Direct deposit is mandatory for all employees.  Please complete the enclosed form, sign, and attach a voided check or letter from your bank that includes the routing number & account number to the form.  

Please return all forms to the Payroll Department no later than two week after your hire date.  Documents received after this date may delay the processing of the first payroll check.  If you have any questions please feel free to contact Carol L. Welling at the payroll department at 318-932-4081 x 3136.  Thank you.	
