
NEW EMPLOYEE ORIENTATION



We l c o m e  t o  e m p l o y m e n t  w i t h  C o l e  C o u n t y !  We  a r e  e x c i t e d  t h a t  

y o u  h a v e  m a d e  t h e  d e c i s i o n  t o  j o i n  o u r  t e a m .

T h i s  o r i e n t a t i o n  i s  m e a n t  t o  i n t r o d u c e  y o u  t o  y o u r  n e w  

e n v i r o n m e n t ,  p r o v i d e  y o u  w i t h  v a l u a b l e  r e s o u r c e s  a n d  h e l p  

s u p p l y  i n f o r m a t i o n  a b o u t  c r i t i c a l  p o l i c i e s  a n d  b e n e f i t s  o f f e r e d  t o  

C o l e  C o u n t y  e m p l o y e e s .

Yo u  m a y  n a v i g a t e  t h r o u g h  t h i s  o r i e n t a t i o n  a n d  v i e w  a n y  l i n k s  t o  

a d d i t i o n a l  i n f o r m a t i o n  a l o n g  t h e  w a y.  I f  y o u  h a v e  a n y  q u e s t i o n s ,  

p l e a s e  c o n t a c t  H R  o r  t h e  d e p a r t m e n t  h e a d / e l e c t e d  o f f i c i a l  i n  

y o u r  o f f i c e .      

WELCOME



This is a comprehensive list of the forms to be completed & submitted to HR by all new PART-TIME 

employees (as well as some important notices). You may click on each form name to print from this 

page or you may print individually from the pages that follow which offer additional information. 

GENERAL FORMS, REQUIRED

1. Federal Withholding W-4

2. State Withholding W-4

3. Direct Deposit Authorization

4. Employment Eligibility Verification I-9 

Form & E-Verify

5. Acceptable Use Policy

6. Personnel Policies Handbook Form

7. Emergency Contact Information Form

8. CERF 1,000 Hours Automatic Enrollment 

Acknowledgement Form*

NEW PART-TIME EMPLOYEE FORMS

NOTICES

9. EAP (Employee Assistance Program)

10. Workers Compensation- Reporting Injury

11. Health Care Reform Notice

*  Prenger Family Center employees are not eligible for CERF

https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://dor.mo.gov/forms/MO W-4.pdf
http://mo-colecounty.civicplus.com/DocumentCenter/View/2663
https://www.uscis.gov/sites/default/files/document/forms/i-9-paper-version.pdf
http://mo-colecounty.civicplus.com/DocumentCenter/View/2664
http://mo-colecounty.civicplus.com/DocumentCenter/View/2666
http://mo-colecounty.civicplus.com/DocumentCenter/View/2665
http://mo-colecounty.civicplus.com/DocumentCenter/View/2877
http://www.colecounty.org/DocumentCenter/View/2795
http://mo-colecounty.civicplus.com/DocumentCenter/View/2847
http://mo-colecounty.civicplus.com/DocumentCenter/View/2846


Pa r t i c i p a t i o n  i s  R E Q U I R E D  a n d  t h e s e  f o r m s  M U S T  b e  c o m p l e t e d  b y  

a l l  n e w  PA RT - T I M E  e m p l o y e e s  a n d  r e t u r n e d  t o  H R .  

GENERAL FORMS



Notes/Instructions: Looks similar to this:

 Complete your Federal W-4, referring 

to a site such as this one if you need 

assistance.

FORM #1: FEDERAL WITHHOLDING W-4

http://twocents.lifehacker.com/a-beginner-s-guide-to-filling-out-your-w-4-1792359834
https://www.colecounty.org/DocumentCenter/View/6496/2021-Federal-Withholding-W4
https://www.colecounty.org/DocumentCenter/View/6496/2021-Federal-Withholding-W4


Notes/Instructions: Looks similar to this:

 Complete your Missouri W-4, referring 

to a site such as this one if you need 

assistance.

FORM #2: MISSOURI WITHHOLDING W-4

http://www.slu.edu/Documents/medicine/Guidelines for W-4 Completion - Missouri and Federal.pdf
https://www.colecounty.org/DocumentCenter/View/6497/Form-2-Missouri-Withholding-2021-W-4
https://www.colecounty.org/DocumentCenter/View/6497/Form-2-Missouri-Withholding-2021-W-4


Notes/Instructions: Looks similar to this:

 Cole County employees are paid by 

direct deposit only.  You may elect to 

deposit your net check into one 

account or two different accounts.

 Complete this form and attach a 

voided check(s) or letter from  your 

bank with account and routing 

number.   

FORM #3: DIRECT DEPOSIT AUTHORIZATION

http://mo-colecounty.civicplus.com/DocumentCenter/View/2663
http://mo-colecounty.civicplus.com/DocumentCenter/View/2663


Notes/Instructions: Looks similar to this:

 New employees must provide two (2) 

forms of identification, one of which 

must be a photo ID.  A list of 

acceptable ID’s can be found on the 

last page of this form. 

 Under federal requirements, these ID’s 

must be original documents.

 Instructions to complete your I-9 can 

be found here.

FORM #4: EMPLOYMENT ELIGIBILITY (I-9) 

http://mo-colecounty.civicplus.com/DocumentCenter/View/2668
https://www.uscis.gov/system/files_force/files/form/i-9-paper-version.pdf
https://www.uscis.gov/system/files_force/files/form/i-9-paper-version.pdf


Notes/Instructions: Looks similar to this:

 Sign and date this form to 

acknowledge that you understand and 

agree to use County internet and 

email for lawful purposes only.

FORM #5: ACCEPTABLE USE POLICY 

http://mo-colecounty.civicplus.com/DocumentCenter/View/2664
http://mo-colecounty.civicplus.com/DocumentCenter/View/2664


Notes/Instructions: Looks similar to this:

 Sign and date this form to 

acknowledge receipt of the Cole 

County Personnel Policies Handbook.  

(You may print this handbook if you 

wish, but it is not necessary; it will 

always be accessible online.)

FORM #6: PERSONNEL POLICIES HANDBOOK

http://mo-colecounty.civicplus.com/DocumentCenter/View/2677
http://mo-colecounty.civicplus.com/DocumentCenter/View/2666
http://mo-colecounty.civicplus.com/DocumentCenter/View/2666


Notes/Instructions: Looks similar to this:

 Complete this form so the County has 

a record of who to contact in case of 

emergency.

 YOU MUST PROVIDE AN EMAIL 

ADDRESS. You may use your County-

issued or personal email address, but 

be advised that your check stub for 

each payroll will be sent to the email 

address you provide on this form. 

FORM #7: EMERGENCY CONTACT INFO

http://mo-colecounty.civicplus.com/DocumentCenter/View/2665
http://mo-colecounty.civicplus.com/DocumentCenter/View/2665


Notes/Instructions: Looks similar to this:

 Part time employees working in excess 

of 1,000 hours (but less than 2,000 

hours) in a calendar year will be 

automatically enrolled in the CERF 

Retirement Plan and will contribute 

6.7 percent of their gross salary per 

pay period.

 After you enroll in CERF, you will 

remain in CERF until you terminate 

County employment for a period 

greater than 30 days. 

FORM #8: CERF 1,000 HOUR AUTO ENROLL

http://mo-colecounty.civicplus.com/DocumentCenter/View/2877
http://mo-colecounty.civicplus.com/DocumentCenter/View/2877


T h e s e  n o t i c e s  a r e  i n f o r m a t i o n a l  a n d  d o  n o t  r e q u i r e  c o m p l e t i o n  o f  

a  f o r m ;  i t  i s  t h e  r e s p o n s i b i l i t y  o f  t h e  C o u n t y  t o  m a k e  a l l  n e w  

PA RT - T I M E  e m p l o y e e s  a w a r e  o f  t h e s e  r i g h t s ,  r e s p o n s i b i l i t i e s  a n d  

p r o c e d u r e s .

NOTICES



Notes/Instructions: Looks similar to this:

 The County pays for an  Employee 

Assistance Program through Capital 

Region Medical Center.  It offers 

assessment, short-term counseling, 

referral and follow-up services for 

employees and their family members

NOTICE #9: EAP (EMPLOYEE ASSISTANCE PROGRAM)

http://www.colecounty.org/DocumentCenter/View/2795
http://mo-colecounty.civicplus.com/DocumentCenter/View/2795
http://mo-colecounty.civicplus.com/DocumentCenter/View/2795


Notes/Instructions: Looks similar to this:

 County provides services to those who 

have been injured on the job or 

exposed to occupational disease 

arising out of and in the course of 

employment.

 If you are injured on the job, you must 

follow the County Workers’ 

Compensation Injury Reporting 

Guidelines.

NOTICE #10: WORKER’S COMPENSATION

http://mo-colecounty.civicplus.com/DocumentCenter/View/2847
http://mo-colecounty.civicplus.com/DocumentCenter/View/2847


Notes/Instructions: Looks similar to this:

NOTICE #11: HEALTH CARE REFORM

 County provides notice of the Health 

Care Reform Law to all new employees 

of the County.

 More information on the Health Care 

Reform Law and the Marketplaces is 

available here.

https://www.healthcare.gov/
http://mo-colecounty.civicplus.com/DocumentCenter/View/2846
http://mo-colecounty.civicplus.com/DocumentCenter/View/2846


T h a n k  y o u  f o r  y o u r  t i m e .   I f  y o u  h a v e  u n r e s o l v e d  q u e s t i o n s ,  

p l e a s e  c o n t a c t  t h e  H R  O f f i c e :

( 5 7 3 )  6 3 4 - 9 1 0 9

D e b b i e  M a l z n e r  ( d m a l z n e r @ c o l e c o u n t y. o r g )

C h e l s e a  K i r c h n e r  ( c k i r c h n e r @ c o l e c o u n t y. o r g )  

THANK YOU

mailto:dmalzner@colecounty.org
mailto:ckirchner@colecounty.org

