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Employee Newsletter 
 

Commissioners Board 
Meetings 

Tuesday, Sept. 15, 6:30 pm 
Monday, Sept 21, 6:30 pm 

Happy Labor Day, Sept 7th 

Is there something you would like to see in the newsletter?   Please email Melo-
dy at melody.johnson@cherokeecounty-nc.gov with any suggestions .  Thanks. 

SEPTEMBER 2020 

PAYROLL CORRECTIONS 
 
Almost every pay day, an error is made on somebody’s time...either the comp hours are 
incorrect, hours reported to us are incorrect or some type of pay has been added that 
shouldn’t have been or less hours have been reported that was on the individual time 
sheet.  So I wanted to take a minute to explain how payroll is processed.  At the end of 
each pay period a master time sheet with all the employees in each department listed on 
it is sent to the person in your department who is responsible for turning in your time to 
Finance.  You complete your time sheets, turn them in to your department’s payroll per-
son and then they record the hours for each employee in that department on the master 
time sheet for that department.  Those master time sheets are then returned to Finance 
for processing, along with the individual time sheets—usually sometime on Monday morn-
ing of payroll week.  Finance enters time from that master time sheet, so if your time has 
been recorded incorrectly, we don’t have any way of knowing that until it’s too late.  We 
don’t look at each individual time sheet until after payroll is processed and sent to the 
bank and then we’re checking to make sure your time sheet is signed and that a supervi-
sor has signed off on it—not to make sure your hours have been recorded on the master 
sheet correctly.   
 
When we have payroll entry done and have proofread the payroll journal against the 
master time sheets, any errors we have made during data entry are corrected and then 
the payroll file is run and employee totals are updated.  When you get your direct deposit 
notice, payroll has already been finalized and it is too late to make any corrections at that 
point.  We pay between 375 and 400 employees each pay period, and the file with the 
entire County’s direct deposit information is uploaded to the bank either late Monday af-
ternoon or Tuesday morning.  So if an error is made on your pay, we will correct the er-
ror the following pay day.  There are about 12 steps that we have to do to process a pay-
roll and all those steps have to be done whether it’s for the entire county or for just one 
employee.  If we have made an egregious error that results in your pay being a large 
amount short (at least $100 short) that we failed to catch while proofreading, we will 
sometimes cut an advance through accounts payable that has to be deducted from your 
next pay, but we don’t re-run payroll.  And if a mistake has been made that results in 
your being paid too much, we also correct that the following pay day.  If you have been 
overpaid one pay period, with the correction the following one, your pay between the 
two pay days will be very close to what it would have been had an error not been made.  
So if you are ever overpaid, you will need to hang on to the overpayment because your 
next pay will be short by that amount.  
 
We try to not make mistakes which is why we still proof each employee’s time individual-
ly...not just the department totals.  And the people in the departments who do your pay-
roll don’t make mistakes on purpose either, it’s just that we are all subject to that human 
condition of making mistakes.  So, I apologize now if you are ever one whose pay has 
been entered incorrectly.  I promise that we will correct it.  Thank you for your patience 
and understanding. 

I struggle some months to 
come up with a safety topic for 
the newsletter, so kind of 
tongue in cheek, since 2020 
has been such an unusual year, 
I decided on earthquake safety 
this month.  I debated between 
that and hurricane safety...the 
way the year is going I figured 
we were as apt to experience 
one as the other.   And...we did 
have an earthquake in North 
Carolina recently.  See page 2. 

CONGRATULATIONS!!! 
Congratulations to Kim McClain who is retiring October 
1st after 30 years of service at our Health Department 
working in Environmental Health.  Also, congratula-
tions to Danny Cross who is retiring after working at the 
Granny Squirrel convenience site for 9 years.  Best wishes 
to both of you and thank you for your service to the 
County! 

It’s the first day of fall.  Let’s all go 
outside and stare at some dying 
plants.   
 
I did not trip and fall.  I attacked the 
floor and I believe I am winning. 
 
When do you know it’s fall?  When 
Starbucks starts serving Pumpkin 
Spice latte’s. 



Earthquake Safety Tips 

An earthquake is a sudden, rapid shaking of the ground caused by the shifting of rocks deep underneath the earth’s surface. Earthquakes can 
happen without warning and can result in injuries and damage to property and roads. Earthquakes can cause fires, tsunamis, landslides or 
avalanches. While they can happen anywhere, areas at higher risk for earthquakes include California, Oregon, Washington, Alaska, Hawaii, 
Puerto Rico and the Mississippi Valley. 

If an earthquake happens, protect yourself right away.  

 If you are in a car, pull over and stop. Set your parking brake. 

 If you are in bed, turn face down and cover your head and neck with a pillow. 

 If you are outdoors, stay outdoors away from buildings. 

 Do not get in a doorway. 

 Do not run outside. 
 

Stay Safe During an Earthquake: Drop, Cover, and Hold On 
Drop: Wherever  you are, drop down on to your hands and knees. If you’re using a wheelchair or walker with a seat, make sure your 
wheels are locked and remain seated until the shaking stops. 

Cover: Cover  your  head and neck with your  arms. If a sturdy table or  desk is nearby, crawl underneath it for  shelter . If no shelter  is 
nearby, crawl next to an interior wall (away from windows). Crawl only if you can reach better cover without going through an area with 
more debris. Stay on your knees or bent over to protect vital organs. 

Hold on: If you are under  a table or  desk, hold on with one hand and be ready to move with it if it moves.  If seated and unable to drop 
to the floor, bend forward, cover your head with your arms and hold on to your neck with both hands.  

Prepare Before an Earthquake 

The best time to prepare for any disaster is before it happens. 

 Practice Drop, Cover, and Hold On with family and coworkers. 

 Secure heavy items in your home like bookcases, refrigerators, televisions and objects that hang on walls. Store heavy and breakable 
objects on low shelves. 

 Create a family emergency communications plan that has an out-of-state contact. Plan where to meet if you get separated. 

 Make a supply kit that includes enough food and water for at least three days, a flashlight, a fire extinguisher and a whistle. 

 Consider obtaining an earthquake insurance policy. A standard homeowner’s insurance policy does not cover earthquake damage. 

 Consider making improvements to your building to fix structural issues that could cause your building to collapse during an 
earthquake.   
 
Stay Safe After an Earthquake 

If an earthquake has just happened, there can be serious hazards such as damage to the building, leaking gas and water lines, or downed 
power lines. 

 Expect aftershocks to follow the main shock of an earthquake. 

 Check yourself to see if you are hurt and help others if you have training. Learn how to be the help until help arrives. 

 If you are in a damaged building, go outside and quickly move away from the building. Do not enter damaged buildings.  

 If you are trapped, protect your mouth, nose and eyes from dust. Send a text, bang on a pipe or wall or use a whistle instead of shouting 
to help rescuers locate you. 

 If you are in an area that may experience tsunamis, go inland or to higher ground immediately after the shaking stops. 

 Text messages may be more reliable than phone calls. 

 Once you are safe, listen to local news reports for emergency information and instructions via battery-operated radio, TV, social media 
or from cell phone text alerts.  

 Be careful during post-disaster cleanup of buildings and around debris. Do not attempt to remove heavy debris by yourself. Wear pro-
tective clothing, including a long-sleeved shirt, long pants, work gloves and sturdy, thick-soled shoes during cleanup. 

Register on the American Red Cross “Safe and Well” website so people will know you are okay. 

https://www.ready.gov/plan
https://www.ready.gov/kit
https://www.ready.gov/financial-preparedness
https://community.fema.gov/until-help-arrives
https://safeandwell.communityos.org/cms/index.php




BE THE KIND OF EM-
PLOYEE YOU WOULD 

WANT TO HIRE IF YOU 
WERE THE BOSS. 

 
BE THE KIND OF BOSS 
YOU WOULD WANT TO 

HAVE IF YOU WERE 
YOUR EMPLOYEE. 

NEVER ASSUME YOU KNOW HOW SOME-
ONE ELSE FEELS BECAUSE YOU HAVE 
BEEN IN A SIMILAR SITUATION.  EVERY 
PERSON EXPERIENCES LIFE FROM 
THEIR OWN BACKGROUND, SO WHILE 
IT IS WONDERFUL TO OFFER SUPPORT 
AND COMFORT, YOU CAN’T EVER KNOW 
HOW SOMEONE ELSE FEELS. 

LAUGH 

Where do sea-
gulls invest 
their money? 
 
In the stork 
market! 

Why shouldn’t you lend an 
anthropologist money?  
They consider a million 
years ago to be Recent. 
 
What do fish use for mon-
ey?  Sand dollars! 
 
A lot of money is tainted.  
‘Taint yours and taint mine. 


