
Welcome!
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Prepared by:
Holly Lara
Director of Human Resources/Public Relations



New Employee Pre-Employment 
Paperwork!

Already Completed:

1. Background check - if not already PTSB licensed

2. Para-pro testing -if not already highly qualified (paraprofessional positions)

3.    Pre-employment physical – Special Education Paraprofessionals, custodians,   
cooks, bus drivers only



Technology     
 Anna Hytrek               307-532-2171 ext. 1322
• ID Badges

• Internet User Agreement 

• New Employee Technology Set Up Form

• District Email

Additional Technology Staff:

Technology Director: Mike Harberts

Technology Support: Pete Cawiezel

System Administrator: Ian Cottrell



Employee Payroll Paperwork

Complete Today 

1. Employee Information Sheet

2. W-4 Form

3. Direct Deposit Form

4. I-9 Form

5. Group Life Insurance Form



Life Insurance - Eligible for Active 
Employees working over 30 hours/week

Wyoming School Boards Association   
• Employee $20,000
• Spouse $5,000
• Dependent Child $1,000

Wyoming Educators’ Benefit Trust
• Employee   $15,000

Age Based Reductions:
65% of Life Insurance Benefit at age 65
50% of Life Insurance Benefit at age 70
35% of Life insurance Benefit at age 75

AD&D age-based reductions begin at age 70

These policies have no cash value.



Group Life Insurance Dependent Eligibility 

Definition of Dependent Child

Your unmarried child if he or she meets the following requirements:

1. A child from live birth to 19 years old;

2. A child who is 19 or more years old but less than 26 years old, enrolled in a school as a full-time student and primarily 
supported by you;

3. A child who is 19 or more years old, primarily supported by you and incapable of self-sustaining employment by reason of 
mental or physical handicap. Proof of the child's condition and dependence must be submitted to us within 31 days after the 
date the child ceases to qualify as a dependent for the reasons listed above.

The term "child" means a child born to or legally adopted by you. It includes a child during any waiting period prior to the 
finalization of the child's adoption. It also means a stepchild living with and financially dependent upon you. The term “child” 
also means a foster child for whom the Employee is the legal guardian, is financially dependent on the Employee for support 
and who resides with the employee.





Optional Life Insurance

NCPERS  - National Conference on Public Employee Retirement Systems

  Prudential

Cost:  $16 per month

If wish to sign up, must complete form and return to payroll with in 30 days of hire 
date.





Insurance – Eligible for Active Employees working 30 hours 
or more per week 

Blue Cross Blue Shield of Wyoming – Health Insurance
Delta Dental – Dental Insurance
VSP – Vision Insurance

First day of coverage will be on the 1st of the month of full employment

Two months of premiums will be deducted from your first paycheck.  
• Example: the two deductions on your September paycheck cover the employee insurance 

cost of premiums for September and October. 





How do I sign up for Insurance? 

You will receive an email from WEBT Employee Portal. 

 WEBT stands for Wyoming Educators Benefit Trust, this is processed through 
Willis Towers Watson – an insurance consulting company.

• The email will have your username, follow steps in the email to set up a password.

• You have 30 days to enroll, however, since your insurance will begin on the1st, to 
ensure you have insurance set up this day and receive your insurance cards before 
coverage begins, enroll as soon as possible. 

• You must log in even if you are not taking the insurance.   In this web portal you will 
also sign up for the District Paid life insurance of $15,000.

• The link may also be found on the Goshen County School website, under 
Employee Benefits.





Insurance Cards 

Insurance cards will be mailed to your home within 10 days.

You will receive a separate card for Blue Cross Blue Shield for health insurance, and 
Delta Dental insurance.

There is not a card for VSP.   For VSP, you let your provider know you have VSP and 
give them your social security number.  Everyone on your plan will be listed under 
your number.  



Health Insurance Coverage Useful Websites

Blue Cross Blue Shield of Wyoming

https://www.bcbswy.com/ 

Teladoc: 
https://www.teladoc.com/ 

Vision Insurance Website

https://www.vsp.com/ 

Delta Dental

https://www.deltadentalwy.org/ 

https://www.bcbswy.com/
https://www.bcbswy.com/
https://www.teladoc.com/
https://www.vsp.com/
https://www.deltadentalwy.org/


Flexible Spending

• Enrollment is November to mid December each year.

• Deductions and reimbursements are calendar year, January to December

• Current Rate Contributions: Medical $2,850 Dependent Care $5,000

• Use or lose

• Contributions taken out monthly

• Medical – Can be reimbursed for total when expensed
• Example: You signed up for $1,200 for medical, we will deduct $100 a month pre-tax.  You spend 

$1,200 on glasses in January.  You can turn in for reimbursement for the entire $1200 in January.

• Dependent – Can only be reimbursed for total that you have contributed. 
• Example: You signed up for $3600 for dependent care, we will deduct $300 a month pre-tax. You 

have childcare expenses in January of $500.   On Feb 1 you turn in $500 to be reimbursed,  you 
will only be reimbursed that week for the $300, the other $200 will roll to the next month when 
you have another $300 deducted from your paycheck. 



Wyoming Retirement

Total 19.12% of gross wages put into your retirement each paycheck

Employee Rate 9.499%

 You pay only 3.929% and the District pays 5.57%

Employer Rate 9.621%; total employer contribution: 15.191%

These are set rates; you cannot put more or less into this account.

Beneficiaries to retirement:  Completed online

You will receive an email from Wyoming Retirement early September, follow the steps to complete 
your beneficiary.  

https://retirement.wyo.gov/en/Members 

Do not forget to complete beneficiary for your retirement!

https://retirement.wyo.gov/en/Members


Additional, Optional Retirement 

457 Deferred Compensation Program – Before or After-tax contributions
 Must contribute at least $20 a month. 

 Sign up at anytime

 You can change your amount at anytime.

 Deductions will begin the month after the form is turned in to Payroll.

 https://retirement.wyo.gov/en/DC 

 Forms are on the Wyoming Retirement website.

https://retirement.wyo.gov/en/DC
https://retirement.wyo.gov/en/DC


Additional, Optional Retirement

403 (b)  Salary Reduction  - Pre-tax contributions only

 Sign up anytime

 Once signed up can only make one change per year

 Deductions can be made the month form is turned in, as long as it is a week before 
payday.

 Complete Salary Reduction Agreement form
 Must be signed by your agent

 Must have account set up with your company before payroll deductions start



403 (b) Cont’d

Companies
New York Life     Ameriprise Financial Services

Putnam Investments    Horace Mann Company

Met Life Resources    Vanguard

ING Life Insurance    Reliastar Life Insurance Company

Thrivent Financial    AIG American General Life Ins.

Ameritas Life Insurance   Ohio National Funds Service

American Funds Service Company  AXA Equitable 



Other Payroll Deductions if Applicable

 Child Support or garnishments, if received, they will be deducted according to the 
court ordered document.

 AFLAC – you need to find a representative, set up your account and bring in your 
deduction agreement form from AFLAC.



Paychecks 
If paid by physical check – Your check will be sent to your 
building

If paid by direct deposit and have signed up for

Electronic Paystubs

 Log in under Employee Benefits on the Goshen County 
School website.

 1st time users – user ID is employee ID number and PIN is 
your last 4 digits of your social security number.

 To select electronic, under Employee Information, 
Personal Information, select Contact Information.   

 Under the email address – check the box for direct 
deposit then save.





Pay Checks

Paid over 12 months – September to August
 12 equal payments

 Example work 8.00 hrs./day Mon-Thurs. for 32 hours/week
 Daily hours of 8.00

 8.0 hours x 150 days in school year = 1200 hours/year

 1200 hours/year x $19.42 (hourly rate of pay) = $23,304.00

 $23,304.00 divided by 12 months = $1,942.00 gross pay Sept-Aug



Extra Work and Year End Calculation

 Any work done that is not related to your regular schedule will be paid out 
according to the pay period schedule.

 Examples: sports help, professional development

 Overtime will be paid monthly according to the pay period schedule.

 For regular hours, a tally will be kept and any over or under hours worked at the 
end of the school year will be paid/docked accordingly on your June paycheck.





Leave Days
 11 days of PTO (paid time off) each year.

 Days are converted to hours based on your average hours per day.

 First Year of Employment: Allocated the hourly equivalent of six (6) days at the start of the school year. If hired 
prior to or during the school year, PTO will be allocated based on their start date. The remaining PTO will be 
accrued in the first week of January. 

 Second Year of Employment: Allocated PTO equal to the hourly equivalent of eleven (11) days at the 
beginning of the school year. If applicable to their employment status, PTO will be allocated at the start of the 
fiscal year.

 Only used in hourly increments 
 Example: can’t use 2 hours and 15 mins, either round up to 3 hours or down to 2 hours)

 PTO days roll over each year, up to 75 days

 Cannot use more than 5 days consecutively
 Absences of more than 5 days require approval by Superintendent



Medical Leave Bank

District Policy Code: 4330

To be included you must donate one of your PTO days to the bank.

Once in the bank, you are required to donate again if the medical leave bank goes 
below 150 days.

1st year limited to 5 days available

Opt out program – if you do NOT want to participate, complete the medical leave 
bank opt-out form.  If opt-out form is not received in payroll within 30 days of date of 
hire, you will be automatically enrolled.



Vacation – 12 Month Classified Staff

 Number of completed years of employment
 1-5 years employment = 10 days of vacation earned

 After 5 completed years of employment = 15 days of vacation earned

 Vacation time is earned during the period July 1 - June 30 of any fiscal year and must be 
taken within the current fiscal year or will be forfeited. Vacation time for new employees hired 
after July 1 will be pro-rated accordingly.





     Absences

Frontline Absence Management (AESOP – Automated Educational 
Substitute Operator)

Program used when you need to be gone from work.

You will receive an email from “No-Reply Frontline”.  

 Follow the steps in the email to set up username and password.

Access:  

 Goshen County School website under quick links or employee benefits.   

 Mobile App – Frontline Education













Frontline – Time and Attendance

 Program you will use to view and submit your timesheets.

 You will receive an email from “No-Reply Frontline” with your ID and password to 
clock in/out.

 Timesheet will be generated electronically from your clock times.

 Timesheets must be submitted at the end of each week.

 If you have a missed punch, your time editor at your building will fix it for you.







District Guidelines 

Clocking in and out

 Clock in or clock out within 3 to 5 minutes of your scheduled start time.

 Adhere to your schedule workday and work week.  Any deviations need to be 
approved by your building administrator.

 Be sure to do a job switch when clocking in if not working regular scheduled 
hours.



Employee Responsibilities 

 Only the employee will be responsible for clocking himself/herself in and out to for work. 

 No employee should clock in/out for another employee.

 If leaving the building for personal reasons, employee must clock out.

 If you are working in an area not accessible to a timeclock, keep track of your times, including 
lunch break.  As soon as possible, give your information to your building time editor.

 Your timesheet is your responsibility.   The time editor should not have to constantly be 
reminding you to submit your timesheet.

 Be sure your timesheet is correct before submitting it.  By submitting your timesheet, you are 
agreeing that it is correct as is.
  



Breaks

 If you take a lunch break of 20 minutes or more – you must clock out.

 If you are supervising students during your lunch break – this is considered work time. Do not 
clock out for this time.

 Breaks are not always possible and thus are not guaranteed for employees of GCSD#1.  When 
breaks occur they must conform to the following guidelines:
o Breaks less than 15 minutes are allowed if approved by your supervisor and do not require 

clocking out and back in.
o Employees on break should remain at their work site.  If you leave the building for personal 

business you are required to clock-out.  Clock back in when you return to work duties.
o Grouping breaks together to create an extended lunch or early departure is not permitted.
o When an employee leaves their duty station to take a break, others are required to “cover” 

many of the functions that continue.  Please be considerate of your fellow workers and your 
supervisor by conforming to these guidelines.















Public School Works Trainings

• The district requires that all employees complete the Public School Works online training 
annually. 

• The training modules allow you to work at your own pace, and covers topics such as blood borne 
pathogens, sexual harassment, discrimination, confidentiality, and related topics.

• Computers are available for you to use at the Central Administration Building

• Notifications are emailed out by the PSW system to remind you of upcoming due dates, and also 
past due trainings

Our goal is to provide information for the safety of students and you



Public School Works Training 

Online Training Videos - Public School Works

An email will come from GCSD1 - Annual Staff Training do-not-reply-
oocij2@publicschoolworks.com

If you would like to complete this training in person at the Central Administration building, 
please schedule a time with Holly Lara at 307-532-2171, option #5. 

 New Employees: 30 days from completed payroll paperwork. 

mailto:do-not-reply-oocij2@publicschoolworks.com
mailto:do-not-reply-oocij2@publicschoolworks.com
mailto:do-not-reply-oocij2@publicschoolworks.com
mailto:do-not-reply-oocij2@publicschoolworks.com
mailto:do-not-reply-oocij2@publicschoolworks.com
mailto:do-not-reply-oocij2@publicschoolworks.com
mailto:do-not-reply-oocij2@publicschoolworks.com




Annual Training for all Employees

District email / Microsoft
2 factor authorization





Policies 

All District policies are located on the Goshen County School website.  

https://www.goshen1.org/district_offices/employment_resources.php#outer-1479
 

Personnel Policies are the 4000 series.



District Dress Code

 Business Casual
 No blue jeans
 Colored jeans acceptable
 No shorts
 Collared shirts

 Blue jeans may be worn on an out of classroom activity that has a strong potential 
to soil or damage clothing



FMLA - how/when to notify

 Employees who have worked for the district at least 12 months and who have worked at least 1,250 hours 
during the 12-month period immediately preceding commencement of leave are eligible for FMLA.

 Entitles eligible employees to take unpaid, job-protected leave for specified family and medical reasons
 Continuation of group health insurance coverage under the same terms and conditions as if the 

employee had not taken leave
 Employee must be restored to original job or to an equivalent job with equivalent pay, benefits, and 

other term and conditions of employment

 Notify building supervisor and HR of any period of incapacity requiring absence from work, school or other 
regular daily activities, of more than three (3) calendar days that involves
 Inpatient hospital care or continuing treatment by a health care provider
 A condition requiring continuing treatment by a health care provider, e.g., birth of child
 Does not include minor illnesses or health concerns that do not involve hospitalization

 For additional information: http://www.wagehour.dol.gov or call 1-866-487-9243

 GCSD#1 District Policy #4152/4252

http://www.wagehour.dol.gov/


What is Title IX ? / How do I report an incident?

 Title IX protects any person, including ALL students and employees, from sexual harassment and 
applies to all students in the United States and across all grade levels

 The purpose of reporting is to provide support & options and limit the effects of the harassment
  Any GCSD#1 employee who receives a complaint of sexual harassment or sexual violence 

are REQUIRED to report complaints to the Title IX Coordinator 
  Any person, including a third party, may report to a Title IX Coordinator in person, by email, 

phone, or mail – INCLUDING NON-BUSINESS HOURS
  The employee must report the name of the parties involved and all pertinent information

 GCSD#1 employee policies and procedures may govern reporting and investigations of reports 
where an employee is the complainant and/or respondent. See Sexual 
Discrimination/Harassment, Policy #4119.5/4219 and Non-Discrimination and Anti-Harassment 
Procedure Policy #4300



Professional Development / Training 
Opportunities

Mr. Kevin Derby, Director of Curriculum and Instruction

 Ext. 2112

Ms. Trina Nichol, Director of Special Education

 Ext. 2222

Call the Central Administration Offices – 307.532.2171

Professional development opportunities posted in Frontline.



Employee Payroll Paperwork

 Your attention Needed:

Complete Online:  

 Enroll or waive health insurance 
 Deadline – 30 Days

 Enroll in $15,000 District paid life insurance 
 Deadline – 30 Days

 Complete Beneficiaries for Wyoming Retirement
 Will be sent an email registration for their site

 Set up username and password for Frontline (Absences/Timesheet Program).



Questions?

Holly Lara – Human Resources/Public Relations  307.532.2171 ext. 3116

 hlara@goshen1.org

Nashell Roth – Human Resources Generalist 307.532.2171 Ext. 1315

 nroth@goshen1.org

Or 307.532.2171, option 5

mailto:hlara@goshen1.org
mailto:nroth@goshen1.org
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