
 
 

Welcome to Dexter Community Schools! Our public schools are the heart of our community. We 
employ talented, student-focused teachers, administrators, and staff who are committed to student 
success. Dexter Community Schools provide cradle-to-career, innovative learning opportunities for all 
students. We consistently rank among the best districts in the state for both academics and sports. 

For your convenience, we have included below a checklist of all the items that must be completed in 
order for you to be paid. If you ever need to update your name, payroll deductions, or other items, 
these individual forms can be found on our website: www.dexterschools.org/payroll. 

The Human Resources section of our website has a wealth of information for employees including 
the employee handbook, whom to contact for specific questions, and important information about 
professional development and other record-keeping. www.dexterschools.org/humanresources 

Our Technology Department will set up your Dexter Schools email address, network account, and 
website login. They will also provide you with a badge I.D. and fob (or keys, if appropriate) that will 
let you into our buildings. Teachers will be provided with a Dexter Schools laptop. Once you have 
received your network login, future requests for technology assistance can be made using the 
HelpDesk link available on their home page. www.dexterschools.org/tech 

Last, but not least, the Staff page of our website offers shortcuts to many of these and other valuable 
resources, as well as the teacher calendar should you need another copy. Please visit 
www.dexterschools.org/staff  to familiarize yourself with these items. 

Once again, welcome to Dexter. GO DREADS! 

 
Barb Santo 
Executive Director of Human Resources 

 
 

NEW HIRE PAYROLL CHECKLIST 
* New Hire Payroll Information Sheet 
* IRS W-4 
* Michigan W-4 
* State of Michigan New Hire Reporting Form 
* Employment Eligibility Verification I-9 
* Direct Deposit/Payroll Debit Card Authorization 
* Professional Conduct Release 
* Verification of Previous Teaching Experience 
* Authorization for Criminal Record Check and Conditional Employment Statement 
* New Hire Retirement Plan Election Form 
* Driver’s License (bring to us, we will copy) 
* Social Security Card (bring to us, we will copy) 



























MI-W4
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EMPLOYEE'S MICHIGAN WITHHOLDING EXEMPTION CERTIFICATE 

STATE OF MICHIGAN -DEPARTMENT OF TREASURY 
Thi$ ce�te is tor flktllQan income tax withholaing purpous only. You must n1e a revrSIJd rorm within 10 days If your exemptions�°' your residency status chaflgfls 
from nonr&Sident to resident RHt1 instrvctions below before completing this form 

• 1. Social Secur�y Number • 2. Date of Bir111 
Issued under PA 281 of 1967 

• 3. Type or Prtnt Your First Name, Middle Initial and Last Name 4. Driver License Number 

Home Address (No., Street, P.O. Box or Rural Route) • 5. Are )'OU a new employee?
.. l D Yes If Yes. enter date of hire 

C�orTO'Ml 
l�

e 
I
ZIP Code 

D No 

&. Enter the number of personal and dependent exemptions you are claiming ......... . ············ • s. I I 
7. Additional amount you want deducted from each pay 

(if employer agrees) ....... ········· ············- .... ...... ........... 7. $ .00 
. . . . .  .......... 

8. I claim exemption from withholding because (does not apply to nonresident members of flow-through entities - see instructions)· 
a. 0 A Michigan income tax liability is not expected this year.
b. 0 Wages are exempt from withholding. Explain:
c. 0 Permanent home (domicile) is located in the following Renaissance Zone:

EMPLOYEE: Under penalty of perjury, I cerfify that the number of ...;tt,ho/ding exemptions Claimed on this cet1iflcate does not 
If you fall or refuse to file this form, your exceed the number to which I am en/iii� If claiming exemp/lon frOm withhol�ng, I certif't that I anticipate that I 
employer must withhold Michigan income ta x  will not incur II M/chigan income tax liability for this year 
from your wages wkhout allowance for any 9. Employee's Signature • Date
exemptions. Keep a copy of this fem, for your 
records. 

INSTRUCTIONS TO EMPLOYER: Employer. Complete lines 1 O and 11 before sending to the Michigan Department of Treasury. 
Employers must report all new hires to the State 10. Employer's Name. Address. Phone No. and Name of Contact Person 
of Michigan. Keep a copy of this certificate with 
your records. If the employee claims 10 or more 
personal and dependent exemptions or claims a 
status exempting the employee from 
withholding, you must file their original MI-W4 • 11. Federal EmplOyer Identification Number
form with the Michigan Department of Treasury. 

I
Mail to: New Hire Operations Center, P 0. Box 
85010; Lansing, Ml "48908-5010. 

-----

INSTRUCTIONS TO EMPLOYEE 

You must submit a Michigan withholding exemption 
certificate (form MI-W4) to your employer on or before the date 
that employment begins. If you fail or refuse to submit this 
certificate. your employer must withhold tax from your 
compensation without allowance for any exemptions. Your 
employer is required to notify the Michigan Department of 
Treasury if you have claimed 10 or more personal and 
dependent exemptions or claimed a status which exempts you 
from withholding. 

You MUST file a new MI-W4 within 10 days if your residency 
status changes or if your exemptions decrease because: a) 
your spouse, for whom you have been claiming an exemption. 
is divorced or legally separated from you or claims his/her own 
exemption(s) on a separate certificate. or b) a dependent must 
be dropped for federal purposes. 

Line 5: If you check ''Yes." enter your date of hire 
(mo/day/year). 

Line 6: Personal and dependent exemptions. The total number 
of exemptions you daim on the MI-W4 may not exceed the 
number of exemptions you are entitled to claim when you file 
your Michigan individual income tax return 

If you are married and you and your spouse are both 
employed, you both may not claim the same exemptions with 
each of your employers 

If you hold more than one job, you may not claim the same 
exemptions with more than one employer. If you claim the 
same exemptions at more than one job, your tax will be under 
withheld. 

Line 7: You may designate additional withholding if you expect 
to owe more than the amount withheld. 

Line 8: You may claim exemption from Michigan income tax 
withholding ONLY if you do not anticipate a Michigan income 
tax liability for the current year because all of the following 
exist: a) your employment is less than full time, b) your 
personal and dependent exemption allowance exceeds your 
annual compensation. c) you claimed exemption from federal 
withholding, d) you did not incur a Michigan income tax liability 
for the previous year. You may also claim exemption if your 
permanent home (domicile) is located in a Renaissance Zone. 
Members of flow-through entities may not claim exemption 
from nonresident flow-through withholding. For more 
information on Renaissance Zones call the Michigan Tele-Help 
System, 1-800-827-4000 Full-time students that do not satisfy 
all of the above requirements cannot claim exempt status. 

Web Site 
Visit the Treasury Web site at. 
www.michigan.gov/businesstax 



Michigan Department of Treasury 
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State of Michigan New Hire Reporting Form
Federal law requires public (State and local) and private employers to report all newly hired or rehired employees who are working 
in Michigan to the State of Michigan.1 This form is recommended for use by all employers who do not report electronically.

OO A newly hired employee is an individual not previously employed by you, and 
a rehired employee is an individual who was previously employed by you but 
separated from employment for at least 60 consecutive days.

OO Reports must be submitted within 20 days of hire date (i.e., the date services  
are first performed for pay).

OO This form may be photocopied as necessary. Many employers preprint employer 
information on the form and have the employee complete the necessary 
information during the hiring process.

OO When reporting new hires with special exemptions, please use the MI-W4 form.
OO Online and other electronic reporting options are available at:  
www.mi-newhire.com.

OO Employers who report electronically and have employees working in two or 
more states may register as a multi-state employer and designate a single state 
to which new hire reports will be transmitted. Information regarding multi-state 
registration is available online at: http://www.acf.hhs.gov/programs/cse/
newhire/employer/private/newhire.htm#multi or call (410) 277-9470.

OO Reports will not be processed if mandatory information is missing. Such reports 
willl be rejected and you must correct and resubmit them.

OO For optimum accuracy, please print neatly in all capital letters and avoid contact 
with the edge of the box. See sample below.

A  B  C  1  2  3 

1 Ref: Social Security Act section 453A and the Personal Responsibility and Work Opportunity Reconciliation Act (PRWORA) of 1996 (P.L. 104-193), effective October 1, 1997.

Michigan New Hire
Operations Center
P.O. Box 85010
Lansing, MI 48908-5010
Phone: (800) 524-9846
Fax: (877) 318-1659

 Social Security Number:

First Name: Middle Initial:

Last Name:

Address:

City: State:

Zip Code: Hire Date:

REQUIRED Date of Birth: Driver’s License No:

EMPLOYEE Information (Mandatory) 

OPTIONAL

 Federal Employer Identification Number (FEIN):

Employer Name:

Address:

City: State:

Zip Code:

 Contact Name:

Contact Phone: Contact Fax:

Contact Email:

EMPLOYER Information (Mandatory)

2 7 0  4 B a k r

1 5 3 5

D e x t e r  C o m m u n i t y  S c h o o l s

3 8 6 0 0 7 8 2 1

D e x t e r M I

4 8 1 3 0

e R d
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