Scotland County Schools
Payroll Controls Narrative
June 30, 2018
NOTE:  Narrative below was prepared based on discussions with Susan Harrison, Finance Officer
1. The Personnel department is in charge of hiring new employees

2. The Personnel department performs a background check on all new hires

3. Personnel gives payroll a package that has all demographic information, pay rate, withholdings elected, and benefits elected to the Payroll Department
4. The Payroll Dept enters the data for all new employees into LINQ.  Donna McQueen and Angela Mendoza enter data for their respective payrolls.  
5. The Finance Officer, Assistant Finance Officer or Department Head assigns the account code for the employee. 
6. The Assistant Finance Officer periodically reviews pay rates / salaries in the payroll system for accuracy.  
7. All employees clock in and out into Time Keeper (Time and Attendance System), Principals, Bookkeepers and Department heads review the monthly information in Time Keeper to ensure all absences and time worked is accounted for.  Time Keeper is used to determine the hours worked for hourly employees, the only hourly employees are bus drivers, PCA’s (personal care assistants), CN substitutes, some custodians that are on an interim basis and tutors. 
8. Timesheets and absences are pulled into LINQ from Time Keeper by Angela and Donna for their respective payrolls.
9. The Payroll department downloads absences for all salaried employees using the Time Keeper system and prints a “Absences Edit Report” and compares this report to the LINQ “Payroll Edit Report” for agreement to ensure that the LINQ system interfaced properly with Time Keeper.  
10. CN staff clock in on Time Keeper.  All CN staff are salaried unless they are subs.  Subs are paid hourly and do not get benefits because none work 6 hours per day.

11. CN Bookkeeper, Renee Priest, reviews absences in Time Keeper.  Donna McQueen and Angela Mendoza interfaces and downloads these absences in the LINQ system.  

12. The Payroll Department notes within the system which checks are ready for processing.

13. Prior to checks being printed and direct deposits being processed, a check verification report is printed to ensure that all new hires and terminated employees for the month have been properly accounted for.  The Payroll Clerks also compare this report with the prior month payroll register for unusual net pay amounts or new/missing employees.

14. Sharon Baldwin prints the checks
15. The checks are automatically signed when printed.

16. The Payroll Department stuffs the checks using a check stuffing machine.  There are 2 members of the payroll department.  They “cross-stuff” the checks to ensure that the clerk does not stuff the checks that she processed. 
17. Checks and direct deposit notices for school employees are given to the school Principal or secretary who must sign a distribution sheet noting that they received the checks.  Employees at the central office come by the finance office to pick up their checks, if any, as most all employees are on direct deposit.
18. The Finance Officer prepares the bank reconciliation and the Asst. Finance Officer reviews.
19. Each month the department heads review budget to actual reports in detail.  If any unusual or unexpected items are noted, they examine transactions in detail.
WALKTHROUGH:
See walkthrough documentation form at the 37 series for payroll procedures.
