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NEW EMPLOYEE ORIENTATION
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Financial Accountability
If men were angels, no government would be 
necessary.  If angels were to govern men, neither 
external nor internal controls on government would 
be necessary.  In framing a government which is to 
be administered by men over men, the great 
difficulty lies in this: you must first enable the 
government to control the governed; and the next 
place, oblige it to control itself.

James Madison, fourth president of the United States and principal 
author of the U. S. Constitution
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Financial Accountability
 Fraud is defined as the wrongful or criminal deception intended to 

result in financial or personal gain. Fraud includes false 
representation of fact, making false statements, or by concealment 
of information.

 Waste is defined as the thoughtless or careless expenditure, 
mismanagement, or abuse of resources to the detriment (or 
potential detriment) of the Board. Waste also includes incurring 
unnecessary costs resulting from inefficient or ineffective practices, 
systems, or controls.

 Abuse is defined as excessive or improper use of a thing, or to use 
something in a manner contrary to the natural or legal rules for its 
use. Abuse can occur in financial or non-financial settings.
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Teacher Receipts
    Safeguard money and receipt books

    Use an ink pen and fill receipts out completely

    Do not use correction fluid on mistakes; mark through and correct

    Voided receipts must be retained

    Turn money in daily; do not hold cash

    Do not cash checks with school funds

    Do not send cash to office by students

    All funds collected must be deposited into the school’s bank 
account

    Turn in your receipt books to the school secretary at year end
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Teacher Receipts…continued
 If a receipt page is lost, the person to whom the page is issued should 

submit a written explanation to the Principal. This explanation should 
be initialed by the Principal and filed in numerical order with the 
other student receipt records. 

 Do not hold funds until the activity or fund raiser collection is 
complete. Timely deposits of funds collected is required.

 The teacher is responsible for funds collected until turned into the 
office.

 As an alternative to writing individual receipts for amounts $10 and 
less, teachers may write a receipt to one individual for the entire 
amount. A roster of every individual paid should be attached to that 
one receipt. The roster should include purpose of the collection and 
be signed by the teacher.
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Purchase Orders
 Obtain purchase order before purchasing items. No purchase should be 

made without an approved and numbered purchase order. Any 
purchases made without a purchase order could result in you having to 
pay for items.

 The Principal should approve all purchases that will be paid from school 
funds.

 Turn completed purchase order in and get PO# before purchasing item.

 Turn invoices/packing slips into office/bookkeeper for payment. Sign 
invoice.

 We are tax-exempt.

 Do not hold purchase order until invoice comes in. Submit it once it has 
been approved.
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Purchase Order Steps
STEP 1: Get purchase order from Secretary/bookkeeper.

STEP 2: Fill out purchase order, turn back in and get it approved by 
Principal. Once approved by Principal the Secretary/bookkeeper will 
issue a number.

STEP 3: Once number is assigned and PO is signed by Principal you can 
then order your items. 

STEP 4: Secretary/bookkeeper will submit a copy to central office so 
that the PO can be entered into accounting system. 

STEP 5: Submit a signed copy of packing slip to secretary/bookkeeper. 
This lets them know that you have received all your items and the 
invoice is ready to pay.
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School 
purchase 
order
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Classroom Instructional 
Support Funds
 Allocated per unit
 Classroom Materials and Supplies - $900.00/unit
 Funds must be made available by December
 ClassWallet

 Professional Development - $100/unit
 Library Enhancement $157.72/unit
 Technology - $500/unit
 Common Purchases $100/unit
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You will receive an email from 
ClassWallet when your account has 
been set up.



Invoices
 An invoice should be obtained for each purchase before payment is 

made. 

 The school employee receiving the items should sign the invoice to 
verify the items billed were actually received.

 No pre-payments will be made.
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Expenditures
 Payments for school expenditures should be made from the school’s 

checking account.

 Do not hold cash collections to purchase items. All purchases must go 
through the school’s books.

 No items will be paid in advance of receiving items. No items will be 
paid for without the supporting documents such as invoice and proof 
items were received.
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Fundraisers
 Complete a Permission to Hold Fundraising Drive form – submit to 

Principal for approval.

 Principal must approve and sign the above form prior to the start of 
the fundraising activity.

 All money collected must be turned in daily to the Principal, 
Secretary, or Bookkeeper to be receipted and deposited.  

 Do NOT hold fundraiser collections until the end of the drive.  

 Sales awards to students should be pre-determined and approved by 
the Principal.

 Do not make payments from funds collected.
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Fundraisers continued
 A school employee cannot receive a gift or gratuity from the 

fundraising vendor.

 At completion, the Sponsor will complete the Fundraising Retail 
Accountability form and submit to the Principal to be reconciled to 
the Master Receipts.

 These forms are posted on the Board’s website under Finance – 
Procedures and Guidance
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Permission to Hold Fundraising Drive form
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Fundraising Retail Accountability form
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Fundraisers-Crowdfunding
 Crowdfunding involves funding a project by raising donations of money 

from many people, typically via the Internet. There are several platforms 
available to school personnel that are based in crowdfunding, including 
sites like Donors Choose, Go Fund Me, and many others.

 While crowdfunding opportunities can provide a mechanism for raising 
money for equipment and materials to supplement instruction, they also 
can result in unintended circumstances that could negatively impact 
school personnel. For instance, Go Fund Me requires the recipient of 
funds to set up an account in his/her name. The funds are then sent 
directly to the recipient.

 Funds raised in this manner should be considered taxable income. Most 
teachers would not want to be subject to such consequences. There are 
normally fees associated with these sites as well. 

 These guidelines are intended to provide protection for teachers who 
wish to utilize crowdsourcing as a mechanism to raise funds for 
classroom use, as well as protection for their administrators and the 
district.
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Crowdfunding Guidelines
 School personnel are encouraged to try to find traditional fund-

raising opportunities for which to apply prior to turning to 
crowdfunding as an avenue for raising funds. If a crowdfunding 
platform is chosen for use, be advised that school personnel are 
expected to adhere to the following guidelines: 

 A Permission to Hold Fund-Raising Drive form must be submitted, and 
approval obtained from the school principal and the Superintendent 
prior to posting a project on a crowdfunding platform. 

 Any funds received as a result of the crowdfunding must be set up in 
the school’s internal account. All funds should be recorded by the 
school in the School Funds accounting system at each school. No 
school banking information should ever be given out. A check should 
be requested to be mailed to the school in the name of the school, 
not an individual person.  
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Crowdfunding Guidelines… 
continued
 No crowdfunding accounts may be established in an individual 

teacher/staff member’s name. Crowdfunding accounts must be set 
up under a school’s name and address.

 Any materials received or purchased with crowdfunding sources must 
be included in the school’s inventory.

 All materials and equipment purchased through crowdfunding 
platforms are the property of Butler County School System and 
should be handled according to the policies and procedures for 
materials and equipment. The materials and resources may move 
with a teacher from classroom to classroom within the building if the 
item has not been physically installed within the room. 
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Human Resource 
Information

NEW EMPLOYEE ORIENTATION

PAYROLL –  WANDA WACHA
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First Paycheck
 Nine month employees
 September 30*
 August 31* (13-month option)

 Ten and Eleven month employees
 August 31*

 Twelve month employees
 July 31*

*Checks are always issued on the last weekday of the calendar month.

Mandatory Direct Deposit/Paperless Direct Deposit
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Take Home Pay
 Gross Pay – before taxes and other deductions

 Less the Following if Applicable:
 Federal Income Tax (based on form W-4 Employee’s Withholding 

Certificate)
 State Income Tax (based on form A4 Employees' Withholding 

Certificate)
 FICA
 Social Security (6.2% based on earnings)
 Medicare (1.45% based on earnings)
 Retirement – based on Tier Status
 Insurance(s)
 Other Deductions

 = Net Pay – what you take home
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Leave Types
 Sick

o Follows your contract term – one day per month of employment
 Personal

o 2 days per contract year (July – June) 
o 3 additional days at $60/each

 Vacation – only for 12-month employees

 Jury Duty
o Jury Summons and Certificate of Service

 On the Job Injury – Report within 24 hours

o Incident Report and Doctor’s Excuse

 FMLA
o Detailed paperwork to be filled out with HR department
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Professional Development
 Purpose must be stated, approved by supervisor

 Request must be submitted in Trip Direct – this includes PD onsite. Should 
be entered 2 weeks prior to travel. Make sure you have received an 
approved copy before date of PD.

 Always attach the approval to travel reimbursement. 

 Agendas are required! Should reflect dates & location. 
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Trip Direct
A C C E S S  T H R O U G H  B O A R D ’ S  W E B S I T E  U N D E R  “ F O R  S TA F F ”
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Absences
 Inform Secretary and Principal 

 Let Secretary know what kind of day you will be taking. 

 Sign Substitute voucher the next day.

 Complete Frontline Absence Management
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Frontline Account Creation
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Frontline Account Creation
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Entering Absence into 
Frontline
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Travel Policy (Section 4.10)
 Reimbursement for mileage is based on the state mileage 

reimbursement rate ($0.67/mile) and is from base or origin to 
destination and back, whichever is less.  (Example – Your work location 
is Greenville and the PD is in Montgomery. The State allows 45 miles). 

 Reimburse for lodging, meals, registration, coach airline tickets, parking 
and toll fees, checked bagging fee up to $50/round trip. All receipts 
should be presented for payment. 

 Hotel expenses will be reimbursed for conferences and events located 
beyond a 75 mile radius. Hotels should be booked at the conference 
rate only. 

 Meal allowance: $10 breakfast (prior to 6:30 a.m.): $15 Lunch (11 a.m. – 
2 p.m.): $25 evening meal (6 p.m. – 8 p.m.)

 Must be submitted within 30 days of travel.
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Reimbursement Process
 Complete Travel Form – forms are posted on the Board’s 

website under Finance – Finance Forms

 Statement of Travel

 Travel Voucher

 State Mileage Chart
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General Comments…
 All employees receiving compensation for any work performed  on 

school premises must be paid through the school payroll system
◦ Federal Wage and Hour requirement
◦ No exceptions allowed

 Best point of contact – Secretary/Bookkeeper!
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Employee Self Service - ESS
 Employees can…

 Access from any computer including cell phones
 Access provided through Clever

 View/Print Pay Checks

 View/Print past check information

 View/Print W2s – current & past
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ESS Access In Clever

35



Registration on Log In screen

Employee Self Service – Register

Enter Web Address for ESS into your browser.

Everyone must register as a user 
for ESS using their social security 
number and employee number.  
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All employees must create an account in ESS.  

Employee Self Service - Register
Employee chooses their own User Name and 
Password.  User name should not contain 
any special characters or spaces.  

Social Security Number and Employee 
Number combination is validated in the 
payroll system. 

Email address will be used to send all 
notifications from ESS.  This does NOT have 
to be a school district assigned email 
address.  It may be an employee’s personal 
email address.

An email, with a confirmation link, will be sent to the email address the user provided when creating 
their account.  User must use the confirmation link in the email to be confirmed as an authorized user 
for ESS. 
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Account Help allows the employee to recover their password.  

Employee Self Service – Account Help

The Account Help allows a registered employee to recover their 
password with the Forgot Password recovery.  The employee must enter 
their User Name or Employee Number and press the Recover button.  
An email with a ‘reset password’ link will be sent to employee’s ESS 
email address.  Once the employee clicks on the link in the email, a 
computer generated password is assigned to their user name.  The 
employee will receive a message and a email with the new password.  
The employee can then login with the new password.  The password 
can be changed (instructions on page 33).  The Forgot Password will not 
work if the employee’s account has not been confirmed (see previous 
screen). 
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Account Help allows the employee to recover their user name.  

Employee Self Service – Account Help

The Account Help allows a registered employee to 
recover their user name with the Forgot Username 
recovery.  The employee must enter their Employee 
Number and their ESS email address and press the 
Recover button.  An email with their user name will 
be sent to the employee’s ESS email address.  If the 
email address entered does not agree with the email 
address the employee register with, a message will be 
displayed and no email will be sent.  The Forgot 
Username will not work if the employee’s account 
has not been confirmed (see page 4). 
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Home screen menu will have Home–Employee and About ESS.  The Home-Employee menu opens to other 
menu options.  Employee will follow the links to the menu options they want..

Employee Self Service – Home Menu



The Personal menu contains the sub-menu for Payroll Inquiry which includes the Inquiries 
available for the employee.  

Employee Self Service–Personal/Payroll Inquiry 

41



Employees can view and print their earnings summary by selecting the year they wish to view.   

Employee Self Service – Earnings Summary
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Employee Self Service-Earnings Summary (W2)
The employee can view and print their W2 for the selected year.
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Employee can view and print check/statement summary for a specific check date range.  The 
employee can view check detail by clicking on a particular check.  

Employee Self Service – View Pay Checks
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If an employee has extra pay, pay adjustments or substitute pay for a specific check, they can view detail 
information about the pay by clicking on Adjusts/Sub Details link.  

Employee Self Service – View Pay Checks
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Employee’s detail check information can be displayed and printed. 

Employee Self Service – View Pay Checks

Print button.
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The check/statement detail will display as a copy of the original check/statement.   The employee can also print 
a copy of the displayed check/statement.  

Employee Self Service – View Pay Checks

Print toolbar is at 
bottom of check display.
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Documents menu allows the employee to view their personal documents under View Employee 
Documents. 

Employee Self Service–Documents
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Employee can view and print their detail check information by selecting checks from drop down and pressing the search button.  A list of all 
the employee check/statements will be displayed.  Employee will then click on the check/statement to view and the check will open in a 
separate browser tab.   The check/statement can then be printed or saved.  Each tab that is opened with detail records must be closed 
manually when logging out of ESS.  

Employee Self Service–View Employee Documents

AB
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Employee can view and print their W2 records by selecting W2 from drop down and pressing the search button.  A list of all the 
employee W2s by year will be displayed.  Employee will click on the W2 to view the detail record.  The document will open in a 
separate browser tab.   The W2 can then be printed or saved.  Each tab that is opened with detail records must be closed 
manually when logging out of ESS.  

Employee Self Service–View Employee Documents

AB
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Employee can view and print their Truth In Salary documents by selecting Truth In Salary from drop down and pressing the search 
button.  A list of all the employee’s document by year will be displayed.  Employee will click on the document to view the detail.  The 
document will open in a separate browser tab.   The document can then be printed or saved.  Each tab that is opened with a detail 
record must be closed manually when logging out of ESS.  

Employee Self Service–View Employee Documents

AB
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Employee can view and print their 1095C documents by selecting 1095C from drop down and pressing the search button.  A list of all 
the employee’s document by year will be displayed.  Employee will click on the document to view the detail.  The document will open 
in a separate browser tab.   The document can then be printed or saved.  Each tab that is opened with a detail record must be closed 
manually when logging out of ESS.  

Employee Self Service–View Employee Documents

AB
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The About ESS Menu option identifies the Product Version and the District.  The District’s contact 
information for Employee Self Service can also be displayed here.

Employee Self Service – About ESS

AB
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An employee can manage their ESS account by clicking on their user name in the toolbar.

Employee Self Service – Manage Account

Employee clicks on their user name 
to manage their account. 

The employee can change their 
password by entering their current 
password and the new password. 

The employee can change the 
name  and email address 
associated with their ESS account.
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Retirement
 Teachers’ Retirement System – Tier 1 – 7.5%

◦ Began working before January 1, 2013
◦ 10 years service – retire at age sixty
◦ 25 years service – retire at any age
◦ After just 10 years of service, you become “vested” in 

the Teacher’s Retirement System.  
◦ Sick leave can be used to determine years of creditable 

service for retirement purposes.
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Retirement
 Teachers’ Retirement System – Tier 2 – 6.2%

◦ Began work after January 1, 2013
◦ 10 years service – retire at age sixty-two
◦ 30 years service – retire at any age
◦ After just 10 years of service, you become “vested” in 

the Teacher’s Retirement System.  
◦ Tier 2 employees cannot use accumulated sick leave in 

determining their amount of  creditable service. Now 
allowable in accordance with Act 2021-537.
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Sick Leave Conversion Chart
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Health Benefits - PEEHIP
 Blue Cross Blue Shield

 VIVA

 Optional Plans
◦ Cancer
◦ Vision
◦ Dental
◦ Indemnity

 Allocation paid by the Board

 Premium paid by the employee
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Life Insurance
 Teachers Retirement System of Alabama (TRS) Group Term Life 

Insurance
◦ Provided at no cost to employees after one year of service
◦ Active employees contributing to TRS and who have completed 

one year of service are covered under the system’s Pre-
Retirement Death Benefit (PRDB) and Term Life Insurance (TLI) 
plan.

◦ Pre-Retirement Death Benefit – member contributions, total 
interest earned, plus an amount equal to member’s annual salary 
plus a $15,000 Term Life Insurance for full-time employees.
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Sick Leave Transfer
 If transferring in from another school district.

 Must request this from the school district you are transferring from
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Sick Leave Bank
 Commit five (5) days to the bank to become a 

member.

 Eligible to give or receive donations in case of 
catastrophic illness.

 Borrow a maximum of fifteen (15) days against 
future days earned.

 Voluntary
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Resources
 Local School Accounting Manual https://www.alabamaachieves.org/lea-

accounting/

 Butler County Board of Education Accounting Policy

 Butler County Board of Education Policies & Procedures

Procedures & Guidelines

Home Departments Finance Procedures & 
Guidelines
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Contacts
LOCAL SCHOOL BOOKKEEPERS

McKenzie – Angie Kidd

Greenville High – Angie Kidd

Greenville Middle – Angie Kidd

Greenville Elementary – Gayle Kirby

W.O. Parmer – Gayle Kirby

Georgiana – Angie Kidd

CENTRAL OFFICE

Accounts Payables – Pat Luckie

Payroll – Wanda Wacha

Purchase Orders – Gayle Kirby

CSFO – Martha Lewis
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