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TO:	New Employees

Welcome and congratulations on your employment with Mission Township!  

As you begin your service, there are a few things you should be aware of to make it a great experience.

1. All new employees must complete the required forms to satisfy federal and state requirements and place you on our payroll, prior to beginning your employment.  Your cooperation in completing these in a timely manner is appreciated.
2. As an employee, you are expected to be familiar with and follow our Human Resource Policies.  They are found on our Town Website under the “Town Board” tab > Town Policies & Forms > Mission-Township-Policies-Version-3.1.pdf.  Compliance with these policies helps us maintain a productive and respectful workplace for all.  This same section also contains other policies that may apply to your position and standard forms used to conduct the town’s business, such as our Employee Timesheet and Claim for Payment forms.  Please take some time to become familiar with this information.  
3. You should have received a copy of the MN Paid Leave Employee Notification explaining eligibility and premiums, including an amount to be withheld from your wages.  If you have any questions on this program, please discuss them with your supervisor.
4. To help us maintain the security of our Town Hall site, if appropriate for your position, you were given an access card programmed for your designated access.  Please do not share this card with anyone else and please follow the guidelines for entering and leaving the facilities.  Your cooperation will help us keep our facilities and equipment secure.  At the end of your employment, this card must be returned to the Town.
5. Payroll information can be accessed via the Gusto Website with a link provided by Paper Plan-it.

If at any time you have questions or concerns about any of our policies, particularly our Human Resource Policies, we encourage you to contact your Designated Town Board Supervisor or me directly.

[image: ]Again, on behalf of the Town Board, welcome and thanks for your service to our Town!


Town Board Chair
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