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PAY PERIOD – The normal pay period for employees of the Senate is monthly, with paychecks dated the 1st of every month.  You can view your paystub on the employee self-service website,          http://senate-selfservice/, if you have direct deposit or pick up your paycheck on the 1st in the Legislative Human Resources Office (LHRO).  Out-of-town personnel may have their checks mailed directly to them.  

The payroll cycle for an hourly employee runs from the 16th of one month through the 15th of the following month.  All hourly employees are required to submit an hourly sheet by the 16th of each month.  Failure to turn an hourly sheet in by the 16th of the month could result in not being guaranteed a check by the first of the following month.  Hourly sheets should be turned in to the LHRO, 33 East Main Street, Suite 229.  Do NOT send hourly sheets through the Inter-D mail system.

It is important that each employee carefully review their first paycheck and stub for spelling errors in the employee name.  If anything is incorrect, notify the LHRO as soon as possible.
JCLO – Joint Committee on Legislative Organization (JCLO) approved a series of policy changes relating to the operation of the Legislature.  Employees will be required to comply with these policies.  This policy will be provided to you separately.

RESUME - Please note that it is important to have a copy of a current resume on file with the LHRO upon beginning employment with the Senate.  Your first paycheck cannot be given until all necessary paperwork has been given.
PURCHASING - Any employee contemplating a purchase of materials or services must contact the Senate Chief Clerk’s Office for an appropriate purchase order number, requisition number and/or printing order number.  Contact the Chief Clerk’s Office BEFORE a purchase has been made to assure the appropriate procedures have been followed for any reimbursement due.

CREDIT UNION - All employees are eligible to be members of the Summit Credit Union.  For more information contact them at (608) 243-5000.

CHANGE OF ADDRESS – When an employee changes their address, the LHRO should be contacted, as soon as possible.  Failure to provide an address change could delay the mailing of a payroll check or a W-2 form at the end of the year.

MADISON METRO/COMMUTER BENEFITS – All employees are eligible to participate in Commuter Benefits.  This program allows you to have payments for parking taken out pre-taxed.  Please contact the LHRO if you are interested in participating in this benefit.
WISCONSIN DEFERRED COMPENSATION – All active employees are eligible to participate in this voluntary supplemental retirement program.  For more information, please contact LHRO.
EDVEST – All employees are eligible to participate in EDVEST.  This program allows you to set aside money for future schooling for yourself or your family.  Please contact LHRO for more information.
TERMINATION OF EMPLOYMENT - Written notice, via a letter or email, should be forwarded to the LHRO upon termination of employment.  This written notice is required to start the administrative process for an employee's termination and to facilitate the earliest possible payment of any monies owed to that employee.  
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