
Lampasas ISD - Payroll Hiring Process Updated: July 2018
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t DH working with HR decides to hire a 

person.  HR checks budget and 
advertises the job on Lampasas Web, 
on Bulletin Board, TASANET, TWC. 

Applications 
received by DH 

who reviews and 
sets up interviews.

Make 
recommentdation 

to HR

HR reviews for position 
qualifications. Background checks 
are conducted early in the process. 
HR clears the applicant,  Teachers/
Prof go to Superintendent or Board 
for approval. Auxilary and all non-
exempt go to the CFO. The DH is 
directed to contact the applicant to 

come in and start paperwork.

If everything checks out, applicant 
returns to complete paper work—I-9 

are prepared and filed. HR 
calculates pay and enters in 

computer. Sets up personnel file.

Payroll Notification 
to Payroll.

Board and/or CFO 
approval

Payroll pulls pay data from 
computer and review with new 
employee W-4, benefits, etc. 

Enter data in computer as 
needed. 

Personnel file

Personnel file with 
payroll data.

File Alpha.

File Alpha.

HR- Human Resources
DH- Department Head

CFO-Chief Financial Officer
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