KIAWAH ISLAND

COMMUNITY

Personnel Controls Manual

The purpose of this manual is to deal with personnel matters with financial implications that are not

addressed specitically within the K1CN Figamdal Controls Mannal.

EMPLOYEE PAYROLL

Pavroll is prepared internally bi-weekh, processed through athird-parts pavroll systemy, and 1

eenerally paid via direet deposie. Fhe payroll week runs trom Sunday to Saturday.

T'o ensure accuracy, the pavroll process involves multiple safeguards. Fmployees have aceess to
view their timecards prior to them being approved by their department director. Company pavroll
files are prepared by accounting and human resources sttt Paveoll files include, but are not limired
o

e Timecatrds for hourly & salaried employees
e Employee changes, new hires or terminations
® Payroll deductions
e Reimbursements & or incentives
Pavroll files require a dual sign-oft by the Directors of Finance & FHuman Resources. In the absence

of one of these directors. the Director of Operations and/or the COO) may sign-ott on payroll files.

KICAs third- party payroll service will process federal and stare tax deposits and quarterly returns,
The Director of Finance will review and reconcile the quarterly returns with the association’s general

ledger, The third-party pavroll serviee will also prepare the annual W2 aad 1095 tor emplovees.

KICN reserves the right 1o run aspecial oft-eyele pavroll, tor the purpose of paving bonuses or

exfenuating circumstances to employees.

Competitive bidding for KICA’s third-par

'S

pavroll system will follow Chapter 7 in the FCM. - { Formatted: Normal, Line spacing:

single



EMPLOYEE COMPENSATION

The KICA Fluman Resources Committee is responsible tor recommending changes to the KTCA
board, refated 1o KIC Vs Compensation Philosophy. The Compensation Philosophy is ncluded

within KIC.\'s Laployee Handbook.

Fvery three 130 vears. KIC Y will conduct a compensation study for KICA s COO and department
diceetors, uttlizing a third-party consultant. Other specitic positons may be included ag the
recommendation of the Director of TR and or the uman Resources Commirtee. The T luman
Resourees Committee is responsible for the oversight and review ot this process. The third-parny
consultant selection will be a competitive bidding process, as preseribed in Chaprer 7 of the FON,
and must be independent trom any relationshyp o hoard members, committee members, employees,

or other KICA relationship, such as the health benetits broker.

After review & discussion of the compensation study with the third party consultant, the THuman
Resaurces Committee will make a recommendation to the KICA board, related to the €O salary,
Recommendations for the deparmient directors will be discussed diveetly with the COOL Inereases
in salary will be included within KIC Vs annual budget process. Al determinations of salary tfor the
COC top management or other key emplonees shall meet the requirements as specitied on IRS

Form 90,

ineept for the COOs pay increase derailed above, all other pay-compensation increases within the
company must be within budget and obtain 2 levels af approval. For the COO s direet seports, this
means pay-inereasescompensation must he review ed by the KICA board Chair For any

compensation increase outside of the approved budget, full board appre wal is required.

Naon-direetor level pay-compensation will be periodically reviewed in comparison to the Toeal job
market for like positons and company wide or specitic position adjostments may be made to remain

market competitive,

Periodically, the [uman Resources Committer may he asked to review & provide input to the

Dircctor of Human Resources. related to KEC s overall salary grade and range strucrure



EMPLOYEE 401K PROGRAM

KICA provides a safe harbor 401K program, which emplovees may participate in after one vear of
service. KIC s 401K program includes third party services tor the following. in order to limit
K1 Habiling:

e Pl Administraror

e lnvestment Manager

e Dircered Custodian / Frustee
Through KI1C Vs third party plan administrator, conplovees have divect aceess to thedr investments

and may make direet changes o their plans.

KIC Vs responsibilitios include:
o Droviding enrollment documents at cligibilitg
e Providing accurare & timely intormation on emplovee to plan wdmmistrazor
o nzuring cnployee deductions are properly admmistered
o Cnversecing plan administrator & inyestment numnager
o Aluintaining fiduciary labilin insurance of ut feast. 82 milhon,
o Nlamtatning a fiduciary bond of at least, ST avillion. Bond requirement is S300K or 107 of

vilue = whicheyer 1s lesso

KIC A has 3authorized sieners for the 40K progran:
LI
o Dircctor of Fnance
o Dircctor of | Tunan Resourcey
\noually, the authorized signers will meet with the Plins Wdministrator and Investment Manager 1o

review the A0TK program, participation rtes and any potential improyvements 1o the plin.

As this nvolves the oversight of emplovee assets. the authorized sieners have decision making
authority ws o third party services. The KIU A Praasurer may request 1o revien tntormation on the

JOTR program. at any fim to ensure K1 Vs rasponsibilines are being me.

Competitive bidding tor K¢ Vs 401K administrator will tollow Chapter ™ in the FOAL

R
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EMPLOYEE INSURANCE (HEALTH, DISABILITY, AND LIFE)

The Director of THuman Resources will take the lead in managing the eenewal process ot the health
insurance contract for employees, assisted by the Director of Finance and COOL They will work
with KTCAs Draker to evaluate carrier options and coverage levels. KIC s health insurance
contract renews anmually on fanuan Lo As this is KICAs Targest annual contract. over S500k,

additional review of this contract and hoard approvalis required.

The KI1CA Finance Committee will review and muke recommendatons relared to health insurance
renewals, during their annual budget review. s requested by the Treasurer or the Director of
Finance, members of the committee mav be asked to be involved in the specttic review of health

care options and the tanctal mplicatons.

If changes o K1C. Vs benefit package and/or a change in eoployers emplovee contributions are
being considered. then the KICA Tluman Resources Committee will be notitied and consulted about

these potentdal impacts to emplovees and muke recommendations to the board as to how to mitigate

these impacts.

During the board™s annual budget approval process, the health insuranee contract will be specifically
called-out tor review. Due to timing constraints for open enrollment. KICA™s board may approve

the benetits portion of the budget prior to the final approval of the full budget.

Competitive bidding for KICA’s broker contract will follow Chapter 7 in the FCM.

Approved by the KICA Board on



