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________________________________
The standard work week for the administrative offices of Kingdom College will be Monday-Thursday 9 am to 4 pm, and Friday, 9 am to 12 pm. Salaried staff will be expected to work together to cover these hours to ensure an employee is available during these times.
The Human Resources Director will be responsible for coordinating the hours of all part-time employees and volunteer staff to ensure the smooth operation of the administrative offices.  Hourly employees will turn in their time to the HR Director for approval, and HR will, in turn, submit those to the CFO's office for payroll.
The HR Director will maintain all personnel files, including contracts for adjunct/faculty staff, and is responsible for supplying the CFO's office with the agreed upon adjunct/faculty staff contract salaries for each semester for payment.
The HR Director will coordinate all sick, vacation, and leaves of absence, as well as all insurance and other benefits that may be provided for employees. The Director will supply the CFO's office with any amounts that should be reflected on the employee's payroll checks for the value of insurance or deductions that should be taken on the payroll check. The CFO's office will be responsible for all payroll checks, deductions, and taxes.
There will be 2 payroll periods: semi-monthly and monthly. All administrative staff (including Admin Faculty), salaried and hourly, will be paid semi-monthly, and all adjunct faculty will be paid monthly during the semester they are teaching.
All employees may have their payroll checks mailed or directly deposited into their bank account set up with the CFO's office.
Currently, Kingdom College does not offer fringe benefits, but those sections will be added as they are offered.
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