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Employee Enrollment Instructions

Program description: With this service option EI makes it easy to hire and manage employees. EI acts as the employer and takes care of the legal and administrative details. These include: developing job descriptions (as indicated in the IPP), providing supervisory support, and managing payroll-related costs. EI also provides unemployment, workers compensation, and liability insurance for your employees. 

Please review the following instructions on how you and your employee can complete enrollment. 

Each of your employees must complete an individual Employee Packet for enrollment to CDS.

REQUIRED FORMS

· New Employee Checklist
· This is the checklist showing that you have received all needed information from the employee.
· Employment Application 

· The employment application must be completed and signed by your prospective employee. If you run out of employment applications, contact Elderberry Institute  and more will be mailed to you.
· If additional information is submitted to you by your employee (i.e. resumes or references) these documents should also be submitted to EI for the employee file.
· Employment Agreement: 

· This is the agreement between you and your employee. 
· Both you and your employee must read and sign this form and fill in all appropriate information.
· The I-9 Form
· It is important that you complete all the required sections of this form. Failure to provide all the necessary information will result in a delay of your employee’s enrollment in our payroll system causing delayed paychecks of at least two weeks. 

· For more detailed instructions please refer to the first and last page of the I-9 Form.

· Section 1: ALL information must be provided by the employee. Section 1 must also be signed by the employee.
· Section 2: You, the consumer, acting as the “authorized representative for Elderberry Institute”, must complete this section by examining employee evidence of identity and employment eligibility. 
In addition to filling out the information requested in this section, you are also required to send us photocopies of the documents used to verify your employee’s eligibility to work in the United States. 
Examples of documents that are accepted for verification are listed on page 3 of the I-9 form. If you possess a document from List A (such as a US passport) it is considered adequate proof of both your identity and your employment eligibility. If no document is available from List A then you need to provide two documents: one from List B and one from List C. Examples of such documents can be: a US driver’s license and a US Social Security Card. Please see page 3 for further examples.  
Do not forget to sign at the bottom of Section 2, verifying that your employee is eligible for employment. 

· Section 3: Elderberry Institute is responsible for completing this section. Employers must complete Section 3 when updating and/or verifying the I-9. Please notify us if updating of the I-9 information is necessary. 

If you are the Consumer/Designee and are also going to be an employee (Direct Support Professional) you can not fill out section 2 of the I-9 form. An Elderberry Institute representative must assist you in completing this. Please contact your Counselor/Support Planner or Elderberry Institute at 651-649-0315.

· The W-4 Form
· The W-4 form includes full instructions on the front and back of the form. 

· The W-4 must be completed and signed by the employee before being returned to EI. Failure to provide all the necessary information will result in a delay of your employee’s enrollment in our payroll system causing delayed paychecks of at least two weeks. 

· FICA, Medicare, FUTA & SUTA Questionnaire
· The FICA, Medicare, FUTA & SUTA Questionnaire must be completed, signed and returned to Elderberry Institute.
· Background Study Authorization
· Criminal background checks are optional and can be processed upon request. 
·  If you do not require a criminal background check for your employees you MUST sign at the bottom of the form certifying that a background check is not necessary.

· There is an $8 charge that will be invoiced to you, the consumer. To request a background check for an employee fill out the Requested Background Study Authorization form. 

· If a background check is requested the background study authorization form must be completed and signed by a current, certified Notary Public before it is submitted to EI.  

· This form cannot be faxed to EI because the original notary seal must be verified before the background check may be completed. 
· Child Support Disclosure Form

· By law, this form must be completed by your employee before employment may begin.
· All employees, including those without children, must complete and sign this form.
· Elderberry Institute may be required by law to deduct child support from an employee’s paycheck. 
OPTIONAL FORMS (Participation is optional; however forms must be signed and returned indicating participation is declined.)
· Direct Deposit for Payroll Checks 
· If your employee wants their paycheck to go directly into their checking or savings account, the Direct Deposit form must be completed, signed, and submitted at least one pay period before direct deposits can begin. 

· If the employee’s checking/savings account is a joint account, both account holders must sign the form. 

· If depositing in a checking account, employees must attach a voided check to the direct deposit form. If depositing into a savings account, ask the bank for the “routing or transit number” and include that on the form. Do not send  bank deposit slips; deposit slips do not include the correct routing number

· If you desire you may deposit a portion of each check to a maximum of two different accounts

· A direct deposit form can be completed at any time; the deposit amount or account to which funds are deposited can be changed at any time by submitting a new form. 

· If your employee does not want direct deposit and their check gets lost in the mail, a new check will not be issued until the next pay period.

· Employee Consent to Release Information (if applicable):
· This form is to be filled out at the employee’s discretion.  Elderberry Institute will not release any information to requesting authorities i.e. county, banks, mortgage companies, etc. without a signed Release of Information. 
· W-5 Form (if applicable):
· This form is to be filled out only if Earned Income Credit is applicable. To see if your employee qualifies read IRS Notice 797. 

· 403B Retirement Plan Request for information or declination of benefit.

· As an employee of Elderberry Institute your employee is eligible to participate in the organization’s 403B Retirement Plan.  
· Employees are eligible to have pre-tax dollars deposited into an American Funds Retirement Account. 

· If your employee is interested in learning more about the 403B plan they can request additional information by completing the Request for Information.

· If your employee is not interested in participating in the 403B plan they should check the declination of coverage and sign the form.

· This form should also be returned to Elderberry Institute. 
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