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Checklist for the Finance Office -
Z
v

 Employee Selection

— Qualified for the positions in which they are
entrusted.

— Desired background for the office

* Education level
* Previous experience in a comparable position

— Pre-employment drug screen
— BCl criminal background check
— Professional/personal reference verification

— Police/Fire pre-employment physical/psychological
exams
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“I hate to terminate your employment, Mr. Kent,
but we found traces of kryptonite in your urine.”
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 Employee Training & Development

— Employees must be well trained and kept informed of
changes within the department

— Employees should have continuing education
— Cross-training of personnel
— Professional organizations

— All employees should receive at least an annual
performance evaluation.

* Goals & Objectives for following year

— Generational differences



Checklist (continued)

 Documentation of policies and procedures.
— Personnel Policies vs Financial Policies

— There should be an updated accounting manual for
the entire finance office divided into the responsible
sections. The manual should document all policies,
procedures and steps within the finance department
so that the manual may be used by new personnel as
a guide.



Checklist (continued)

* Role of Internal auditing and the finance office

— The finance office should serve as a model to the other
departments for all accounting-related functions.

— The finance functions contained within other departments
should be coordinated with the functions within the
finance department.

— Periodic testing should be performed of questionable
purchases or shortages/overages of the various
departments as the finance department reviews
documentation

 Reasonableness tests



Human Resources

* Finance staff often serve as the HR function in
a small entity

* HR and payroll should be separate for better
internal control

* All employees should be given an employee
manual

— Ensure that manuals are acknowledged via
employee signature

— This is not a ‘One and Done’: regular updates are
required



HR — Employee Manual

Policies on paid time off
Describe benefits
Disciplinary procedures

Other Policies such as
Drug Free Workplace and
Sexual Harassment

Workplace injury




Employee Files

Not all employee records are subject to the
Ohio Public Records laws. It is important to
physically separate documents into two
separate and distinct files:

 Employee personnel file — records contained
in this file typically subject to disclosure via
public records request.

* Payroll file — records in this file are typically
not subject to disclosure



Employee Files

Personnel File *

*Note

Employment Application and resume

Copies of:

— BCl criminal background check
— Diplomas & certifications

— Training records

Appointment/job offer and acceptance letters
Signed receipt of employee policy handbook
State of Ohio New Hire form

Signed Ohio AOS Fraud Hotline acknowledgement
Signed acknowledgement of Ohio ethics laws
Performance evaluations

Salary action notices

Commendations and disciplinary Notices

Records of disciplinary actions

Sick/Vacation leave requests

Workers Compensation claim records (protected information subject
to redaction, however)

: Law enforcement personal information not subject to disclosure



Employee Files

Payroll File

* Pre-employment drug test

* Federal/State Tax & Employment Forms:
— |-9 Form
— Federal W4
— State IT4

e Payroll ACH direct deposit authorization form

* Pension system enrollment form (OPERS, OP&F, STRS, SERS)

* Acknowledgement that position not covered by Social Security
 Employee emergency contact information

* Employee BMV driving record abstract

* Insurance enrollment/beneficiary designation forms

* Deferred compensation election forms

* Pre-employment physical/psychological exams



Required Labor Law Postings

Federal

Equal Employment Opportunity (EEO)
Fair Labor Standards Act (FLSA)

Family and Medical Leave Act (FMLA)

Uniformed Services Employment &
Redeployment Rights Act (USERRA)

Employee Polygraph Protection Act (EPPA)
OSHA/Whistleblower Protections



Required Labor Law Postings

State

Ohio Minimum Wage
Ohio Minor Labor Laws
Bureau of Workers Compensation (BWC) policy

BWC Form 300P —Summary of Work-Related
Injuries & lllnesses

Public Employment Risk Reduction Program
(PERRP)

Ohio Fair Employment Practices Law (EEO)
Workplace Domestic Violence
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Required Labor Law Postings

* Federal posting requirements:
— https://webapps.dol.gov/elaws/posters.htm

* State posting requirements:

— https://das.ohio.gov/Divisions/Human-
Resources/HRD-OCB-Policy/Labor-Employment-
Law-Posting-Requirements



https://webapps.dol.gov/elaws/posters.htm
https://das.ohio.gov/Divisions/Human-Resources/HRD-OCB-Policy/Labor-Employment-Law-Posting-Requirements

Other HR-Related Considerations

* New employee recruiting and onboarding
— Advertising
— Employment application process (online vs paper)
— Civil service

 Employment verifications
— Banks, credit unions, etc.

— Prospective employers
* Health insurance and other employee-benefit

programs

— Plan selection
— Annual open enrollment



Other HR-Related Considerations

e Bureau of Workers Compensation (BWC)
program
— TPA vs MCO

— Group rating programs
— Safety Council programs

* Pension system reporting

— Prior employment
— 1099 Contract Employee verifications



Questions?
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