Teacher’s Hiring Checklist

With this year as our first “hiring season” for teachers using Paycom, we are striving to get ahead of curve. We are reactivating “HR Shared Service” email.  This email box will be for critical projects and communications in support of these projects.  We want to capture these specific communications and address them quickly. This email highlights critical fields for success! 
You must have access and ability to Create/Invite New Hires and view them in Paycom if the New Hires have been completed and showing in your Payroll. If you do not have access or this is new material for you, please contact us Immediately at: hrsharedservices@seattlearch.org . 
· If the teacher is a Rehire or Transfer, that is a different workflow. Please reach out if you need assistance to: hrsharedservices@seattlearch.org

There are two ways to use this check list depending on if the teacher (educator) is in the New Hire Que - not in Paycom yet and you cannot view them under:  Employees> Make employee changes 
Go to STEP 1
OR your teacher (Educator) has been completed and hired into Paycom- now in your location’s payroll and you can view them under the Employees> Make employee changes. 
Go to STEP 2

Step 1 - Entering New Teachers - make sure these fields are entered as follows:
JOB TITLE (Tab 1-under Home Allocation): “Educator” 
FTE (Tab 1): 		 	Full Time = 40 hours/week = 1.00 FTE (pro-rate for less than full time)
Scheduled Hours (Tab 1):  	Full Time = 80 hours (pro-rate for less than full time)
Hire Date (Tab 1): 		Pay Group 1 = 8/7/2022 | Pay Group 2 = 8/1/2022 

Accruals (Tab 7 -under OTHER):	Choose “Covenant Educators”
If time off eligible - 20 or more hours per week (if less than 20/wk contact HR Shared!)

Benefit Profile (Tab 7 -under Benefits and ACA): 	“[TEA] Teacher” or “[STE] Teacher South West WA” (Southern Deanery)
If benefit eligible - 30 or more hours per week 







Step 2 – For New Teachers You Have Already Completed and are in Paycom under Employees> Make employee changes - Please confirm the fields are correctly entered.
JOB TITLE (Form 1):		“Educator” 
FTE (From 1): 		 	Full Time = 40 hours/week = 1.00 FTE (pro-rate for less than full time)
Scheduled Hours (From 1):  	Full Time = 80 hours (pro-rate for less than full time)
Hire Date (Form 3): 		Pay Group 1 = 8/7/2022 | Pay Group 2 = 8/1/2022 
(HIRE DATE - If already entered and saved corrections must be emailed to hrsharedservices@seattlearch.org * this field is now locked)
Vaccine Status (Form 3):	Upload “Vax Card” or “Exception” into the “Clue” section
Accruals (From 6):		Choose “Covenant Educators”
If time off eligible - 20 or more hours per week (if less than 20/wk contact HR Shared!)
(Accruals - If already entered and saved corrections must be emailed to hrsharedservices@seattlearch.org * this field is now locked)	
Benefit Profile (From 13): 	“[TEA] Teacher” or “[STE] Teacher South West WA” (Southern Deanery)
If benefit eligible - 30 or more hours per week 
(Benefits - If already entered and saved corrections must be emailed to hrsharedservices@seattlearch.org * this field is now locked)

Thank you all and have a great school year!
