PAYROLL LEVEL 1

DAY ONE:
Agenda
9:00 am - Welcome, Introductions and Expectations
9:30am – Introduction to Payroll Administration
10:30am – Payroll Documentation and Processes
12:00pm – Break
1:00 pm – Earnings and Benefits Calculations
3:00m – Practical Exercises and Assignments
3:45pm – Review and Wrap up


OUTCOMES
· Understand the role and responsibilities of the payroll department.
· Describe employment classifications and payment frequencies.
· Identify necessary employer registrations and compliance requirements.
· Prepare and validate essential payroll documentation.
· Calculate gross and net earnings and differentiate between taxable benefits and allowances.











DAY TWO:
Agenda
9:00 am – Welcome Back
9:30 am – Advanced Payroll Processing
10:00 am  - Compliance Standards
11:30 am – Questions and review.
12:00 pm – Break
1:00 pm – Government Remittances and Year-end Reporting
1:30 pm – Employee Termination Records–
2:00 pm – CPP Enhancement
2:30 pm – Real World Chat and Scenarios
3:45 pm – Review and Wrap up

OUTCOMES
· Compile and process payroll data in accordance with company policies and government regulations.
· Prepare accurate and timely payroll records and accounting treatments.
· Determine and prepare statutory remittances and year-end reports.
· Understand and apply employment standards to the payroll process.
· Prepare employee termination records and related documentation.

