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NEW EMPLOYEE — SUB TEACHER WELCOME LETTER
(including CHECKLIST and VACATION PAY AGREEMENT FORM)

Welcome to the Seventh-day Adventist Church (British Columbia Conference).

Please take a moment to examine this information. A little effort at this time will ensure
correct processing of your payroll information and will minimize future problems on
personnel matters.

All forms should be completed and returned immediately to Payroll, to ensure activation
of payroll. Please give attention to the following:

e Please complete the “Payroll Service Record Information” form. This form must be
completed and returned to this office before any payroll will be processed.

e Please complete the two TD1 forms (TD1 — Federal and the TD1BC — Provincial),
which determine the amount of tax withholding. These forms must be completed
and returned to this office before any payroll will be processed.

e Please submit a voided cheque or deposit slip showing your bank account
information. At the end of each month, notifications of both deposits showing the
breakdown of salary will be mailed to you. All employees of the BC Conference
receive their salary by direct deposit to their bank account twice a month (the 15%
and 30/31%Y).

Vacation Agreement Form

Due to the large number of hourly employees, we calculate vacation pay with each pay.
Bill 48 of the Employment Standards Amendments Act requires that we obtain your
signature agreeing to this arrangement.

(Signature) (Print Name)

e Please submit 1 photocopy of your Social Insurance Number card.

¢ Please submit 1 photocopy of proof of citizenship (Birth Certificate, Citizenship Card,
or Passport).



e Hourly Support Staff — Vacation pay is calculated and paid out as it is earned.

New Employee Checklist

REMINDER: All employees working in our Educational System need to be cleared
by our Education Dept.

Please complete the following form(s) in their entirety and return to Payroll Department:

Sub Teacher Welcome Letter
Including Checklist and Vacation Pay Agreement Form

Payroll Service Record Information

TD1 and TD1BC (Federal and Provincial Personal Tax Credit Return)

Voided cheque or deposit slip, showing banking information for direct payroll deposit
1 Photocopies of your Social Insurance Number card

1 photocopies of proof of citizenship

All New or Returning Residents of Canada:

Obtain a Social Insurance Number (SIN) card, if you do not have one, go to the

nearest Service Canada Office. Consult your telephone directory under
the blue section Government— Employment.

It is imperative that any changes regarding tax information, banking, address
changes, etc., be made known immediately to the payroll department. You must
notify the payroll department before you close your bank account.

If you have any further questions or need additional information on any of the above,
please contact the Payroll/Treasury Department. Phone number 604-853-5451 Ext
404.

Sergio Alejandro
Payroll Department

Sergio Alejandro, Payroll Department
SDA Church (BC Conference)

Box 1000, Abbotsford, BC V2S 4P5
Telephone: 604-853-5451 Ext. 404
Fax: 604-853-8681

Email: salejandro@bcadventist.ca



