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Operations

Uploading receipts

Time cards reviewed every other week
Background checks

Onboarding in Paylocity
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Submitting Timecards

Reviewed and approved every other
Monday

HD does not need to know the rate of
employee’s pay

Paylocity — mobile app or via computer
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Background Checks

Any employee or unsupervised
vendor that is at the chapter house
must have a completed
background check.
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Collaborating with OOH

« Employment checklist
« Employment agreement
 Performance evaluation feedback
 Continual email correspondence
* General rule =2 you will hear back from us
within 24 business hours.
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Employment Checklist

This document is utilized to create your employee agreement

Asks:
Hourly vs Exempt Employee — rate of pay and hours to
be worked
Benefits made available to the employee
List of paid days off (holidays, etc.)
Credit limit

Authorized amount for purchases _ﬁ
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Employment Agreements

OOH HR has a standard Employee Agreement template reviewed by internal legal
counsel

Must be considered annually; due in April
Information taken from your employment checklist to complete

Consider annually:

« Rate of pay

* Benefits
Vacation time
Sick time
Insurance
Moving expenses with a “pay back” clause
Cell phone allowance
Health club membership
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EMS vs. Non-EMS

HR completes performance evaluation ECC completes performance evaluation
with staff with staff

HR completes and reviews ECC completes and reviews
employment agreement with HD employment agreement; sends to HR
Business Partner

. HR begins hiring process, collaborates  ECC begins and executes complete
with HC for final interviews hiring process
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House Director Training

 Accounts Payable webinar training
« Paylocity webinar training
 Conference
Honor Board and Housing Policies
COVID-19 Precautions
Keynote
Leveraging Key Relationships
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Questions?
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