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�e information contained in this Employee On-Boarding folder is very important. Please read and complete all 
documents. If you have any questions, please contanct your supervisor at 614-539-0722. Completed forms must 
be returned to the Payroll Department by your supervisors before a paycheck can be issued. Please be prompt!

Employees are paid bi-weekly.

�e following needs to be completed in ink and returned to your Supervisor:

◦ Employee Data Sheet – bottom must be completed and signed by your Supervisor.

◦ Current Year W-4 Form

◦ State Withholding IT-4 Form

◦ Form I-9 – bottom section must be completed and signed by your Supervisor. Two forms of identi�cation 
are required; i.e. driver’s license, social security card, passport, or student ID.

◦ Employee Handbook Acknowledgment Form

◦ Direct Deposit Authorization – if you choose to have your paycheck directly deposited into your bank 
account, complete and sign form. Attach a VOIDED check.

◦ Work Permits – During the seasonal/ summer employment period, a work permit is not mandatory. If you 
are under 18 years of age and employed during the school term, you must provide Pinnacle Golf Club a 
current work permit. You can obtain the necessary forms from your school o�ce.

◦ Download the Homebase App 

◦ Create a Paycor Account and/ or Download App

Employees are required by law to inform their employer if they live in a school 
district or city that collects an additional income tax. If your school district or city 
has an additional income tax in effect, it is your responsibility to notify the Payroll 
Department.

Please look over your �rst paycheck carefully to make certain all information is correct. If you have any questions or concerns regarding your 
paycheck, please see your Supervisor.


